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WORK DESCRIPTION 


Position Number Positon Tite 

Various. Safety Treffic Controllor 
Position Classification. National Occupation Code 
GS-PRC-03 6541 
[Depantmenvagency тане Date 


Canada Border Services Agency (CBSA) | | March 17, 2016 


Organizational Component 


Regional 
‘Geographic Location losiCollecive Number 
Regions (GS03R01/20036928 
[Supervisor's Position Number Supervisors Position Tite 
Superintendent 
| тремног roson cusan 
FB-05 
Language Requirements Linguistic Profile 
1 
Communication Requirements 
| 
= == 


The work description covers key purposes of controlling the safe flow of traffic flow through the 
inspection site, as well as maintaining safety within the controlled area. When providing traffic 
control services at a land border or marine operation. the position will report to a Supenntendent 
position. 


Client Service Results 


Directs and guides traffic and ensures safety zone associated to the use of a mobile large scale 
imaging device on departmental, private and public propery, 


Key Activities 


Conducts marshaling and perimeter safety duties at various locations as instructed and 


maintaining the safety within the controlled area. This includes ensuring that radiation safety 
zones and occupancy-free buffer zones are established and maintained and ensuring propor 
procoduros are adhered to. 


The Safety Traffic Controller works outside the Mobile Large Scale Imaging (M-LSI) system and 
is primarily responsible for trafic flow through the entire inspection site, as well as maintaining 
safety within the controlled area. 


Ensures all safety equipment required are avaiable and operational and follows safety. 
procedures 


Works as a team to conduct operations and gives the conveyance driver general safety 
instructions 


Employee's Statement 


1 have been given the орропипіу to read and comment on the content ог this work description 


Name of Employee 


Supervisor's Statement 


This work description accurately describes the work assigned ta this position. 


Name of Supervisor 


Authorization 


Name of Manager. 


Work Characteristics 


Skill 


Ability to work on a team and follow irstructons. 
Physical Skills 
Ability to remain focused in a range of settings, under various weather and lighting conditions. 


Ability to stand and wak on diverse ground surfaces including asphalt and gravel, under various 
weather and lighting conditions. This requires dexterity and hand, eye and foot coordination. 


Ability to react quickly to changing traffic and road conditions to ensure the safe positioning and 
movement of conveyances, 


Peripheral vision is required to work near or around personnel, buildings, structures or other 
modes of transport and in situatons of extreme weather conditions, А high degree of precision is 
required to adjust trajectory and positioning to avoid impacts ог colisions. 


ES = 


Sue LE 
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Intelectual Skills 


Attain and maintain the minimum qualifications required for the work including кпомесде of 
operating manuals and standard operating procedures related to the various components of the 
work 


Knowledge and abiity to perform emergency actions and procedures to be taken in the event of 
an emergency situation ог vehicular accident. 


Communication skills are required to carry out and to provide verbal or written instructions. In 
order to maintain the safety of the team working on the M-LSI and any surrounding trafic, must 
be able to communicate about the radiation safety zone and when itis safe to start the scan, et. 


The work requires knowledge cf departmental radialion safely processes and procedures. 
including safety measures for radiation safety in compliance with tho standards set out in the. 
Canadian Radiation Emiting Devices Act. 


Attain and maintain the minimum requirements to act zs Authorized Users of the system including 
but not limited to CBSA Raciaton safety course, CBSA Personal Radiation Detector (PRD) 
course and CBSA training on the proper use of the radiation survey meters. The position must 
pass recertification every three years 


Ability to assess environments and conditions and determines when to activate emergency 
procedures in circumstances that may lead to unnecessary safety concerns, 


Ability to follow safety precautions detailed in the operating manuals, and those rules established 
by the port and CBSA policies. 


Knowledge of inspection criteria for conveyances to ensure conveyances conform and the ability 
to guide and direct conveyances to designated positioning during entry and exit of a controlled 
zone and to assist drivers wih correcting conveyance trajectory. The position will advise a 
supervisor if anomalies are identified. 


Effort 


Intellectual Effort. 


Intellectual effort is required for conducting daily preventative checks on small components such 
as radiation survey meters, pocket remote contro and other deployment equipment. This may 
Include activites such as changing PRD and infrared batteries. The work also requires verifying 
that these devices are operational, 

Requires а high level of sustained visual and auditory attention. Frequent distractions occur 
throughout the conduct of the work, including inclement weather and changing road conditions, 
communication via radio, noise and other circulating vehicles. 


The work requires periods of concentration to ensure vehicle positioning. 
Physical Effort 
The work requires physical effort when standing for extended periods on a variety of surfaces. 


There is a requirement to wear potentially restrictive and cumbersome personal protective 
equipment including high-visbilty vest or other similar clothing as ме! as any other necessary 
safety equipment 

Physical effort is required on a daily basis when standing and/or walking for long periods cf time. 


Physical effort is necessary to bend, Ift and carry equipment weighing up to 6063. 


Responsibility 


Technical Resources 
The work involves directing and guiding drivers and ther conveyances to ensure safe operation 
and inspection. 

Ensure proper radiation safely procedures are applied which includes ensuring controlled areas 
are maintained and radiation safety procedures aro adhered to. This is a shared responsibility 


Maintains a safe environment while M-LSI is in use, keeping trafic out of the Radiation Safety 
Zone and monitoring entrance апа ext о! convayances into radiation zone. 


Working Conditions 
Physical 


There is а requirement to stand for long periods of time; daily exposure to carbon monoxide 
fumes, vibrations, engine noise, hazardous traffic conditions; daily exposure to adverse weather 
conditions; and discomfort from wearing restrictive personal protective equipment on а daily 
basis. 


Psychological 


Reasonable care is required while п proximity to moving vehicles end sources of radiation to 
avoid personal injuries and injures to others. 


Although a work schedule will be established, changes may occur with litle notice. Work hours 
will be variable. 


Hazards 


The presence of the position within the Radiation Safety Zone increases the potential for elevated 
radiation exposure. The posilior's operating area wil be at a distance to ensure acceptable 
exposure levels. The operator will require the use of radiation safety equipment in order to ensure 
their safety and the safety of surroundings. 
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CLIEN:T SERVICE ВЕЗИЈИ 5 / RESULTAI'S AXES SUR LE SERVICE А LACLIENTELE 


Under general supervision, provides support and performs assigned tasks within each of the 
phases of an audit engagement as a member of an audit team designed to provide 
departmental senior management with opinions on the effectiveness and adequacy of risk 
management, control and governance processes and to report on individual risk-based audits. 
Audit teams report to the Senior Director, Internal Audit 


KEY ACTIVITIES ГАСТІМ НЕЗ PRINCIPALES 


Under the general supervisor of the Audit Manager, 

As part of the Planning Phase: 

> — Conducts assigned research, collects and analyzes data, and summarizes information to 
assist the audit team in drafting the terms of reference as part of the Planning Phase of the 
audit engagement. 

- Organizes audit interviews, participates with the Audit Manager in the conduct of interviews 
of auditees by taking interview notes, highlighting potential issues, and following-up on the 
collection of requested information. 


Ав part of the Examination Phase: 
* Conducts assigned audit tests and summarizes results of compliance to audits tests as part 
cf the Examination Phase of an audit engagement 


As part of the Audit Engagement 

* Records information in the audit project database as a record of audit evidence to support 
the audit engagement findings, conclusions and recommendations. 

Learns about the Agency's mandate, organization structure and operations, research and 

information gathering techniques related to internal aucit, arid the Policy on Internal Audit by 


completing mandatory training for Internal Audit Trainees as defined in а Personal Learning 
Plan detailing planned professional development activities. 


WORK CHARACTERISTICS/ CARACTERISTIQUE Dt:J TRAVAIL 
1*SKILL/HABILETE 


Knowledge cf methods, techniques, tools and practices for researching and analyzing 
information and data acquired through formal education or work experience. 


Canada 
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2ofl de 4 
Basic knowledge of the Policy on Intemal Audit and the internal audit process, methods, 
practices and requirements as applied within the Internal Audit and Program Evaluation 
Directorate, in order to participate in the examination of an audit entity's records and processes. 


Knowledge of computer software applications to conduct assigned analysis and to document 
results. 


Knowledge of the mandate of the CBSA, the Agency's organization structure and its operations 
in order to understand the context of audit engagements. 


Knowledge of communications methods, tools and processes to select the most appropriate 
method for collecting and analyzing information from auditees, and to provide clear and concise 
written analyses and summaries to the Audit Manager. 


Reading, listening and observation skills are required to collect and analyze information from 
auditees. 


Interpersonal skils to participate and contribute effectively аз ateam member sothat assigned 
tasks are delivered within prescribed time frames. 


Continuing Study-Etude continue 


Attends mandatory training for Internal Audit Trainees as defined in a Personal Learning Plan 
detailing planned professional development activities. 


2 -EFFORT 


Intellectual effort 


Intellectual effort is required to learn about the Agency's mandate and operations, and the 
Policy on Internal Audit and to apply that learning to conduct research and analysis of program 
objectives and plans, budgets, management concerns, and previous audits to assist the audit 
team in drafting the terms of reference as part of the Planning Phase of the auditengagement 
and in conducting assigned audit tests as part of the Examination Phase. 


Intellectual effort is required to conduct research to synthesize, analyze and summarize 
information from auditees of varying complexity and completeness as part of the Examination 
Phase for presentation to the Audit Manager. This involves the application of research and 
analytical skills to collect and analyze information related to the organization being audited and 
to assigned audit tests. 


Physical Effort 


Physical effort is required to work for several hours at atime at a computer and to travel, which 
can be physically demanding. 


3 + RESPONSIBILITY / RESPONSABILITE 
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Provides and presents research, analyses and summaries for use by the Audit Manager for the 
development of terms of reference, audit criteria, audit programs and audit questionnaires. 


Exchanges information with other team members and IAPED personnel to increase knowledge. 
and skills. 


Contacts departmental managers, staff and other stakeholders to organize audit interviews and 
meetings as part of the audit engagement, takes notes at audit interviews; collects and analyzes 
data, and records the information in the audit working papers as evidence in support of the audit 
engagement. 

Physical Assets 


Responsible for the use of а personal computer and associated equipment, software packages 
and standard office equipment. 


Other responsibilitie - Autres responsabilites 


Responsible for following ethical principles, professional standards and codes of conduct, and 
Promoting ethical behaviour in the conduct of audits. 


4 - WORKING CONDITIONS | CONDITIONS DE TRAVAIL. 


The work is performed in an open office with frequent interruptions, strict deadlines, multiple 
demands and lack of control over the pace of work. 


Visits are often made to client premises where there is occasional exposure to non-cooperative 
dents and the accompanying strained relationships. 


The physical demands may include eyestrain, back strain and tension from prolonged attention 
to details. 
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Client-Service Results 


t internal audit, assurance services, reviews and special projects for the Senior 
Management of the Canada Border Services Agency (СВЗА). 


Key Activities 
+ Participates as a team member in internal audits, reviews or other studies. These projects have 
their genesis in an annual internal audit plan or requests received during the year from client 


management, 


* Аз directed and assigned by the project leader contributes in the planning, conduct and 
reporting of internal audits, reviews and special projects. 


» Contributes to the development of project objectives and scope. 


= Develops and applies approaches to gather evidence and other relevant information to support 
the objectives of the project. 


* Analyzes results and develops preli 
the objectives of the project. 


ninary conclusions of audit tests conducted in support of 


«| Contributes to the development of Directorate annual and long term plans, policies, standards, 
systems, methodologies, processes, tools and techniques. Coordinates requests (e.g. АПР. 
communication, OCG) and monitors the receipt of documentation such as auditec 
documentation including documents prepared for the Audit Committee. 


Skill: 


The work requires knowledge of theories, concepts, standards, principles, methods, practices, tools 
and techniques associated with intemal auditing to select the most appropriate approach or 
techniques to gather information during the conduct of intemal audits, or related reviews and then 
хо apply the selected techniques or approach. The knowledge is also required to plan internal audit 
or related review projects. 


The work requires knowledge of ethies, professional codes of conduct, and the nature of fraudulent 
activity: to promote ethical behaviour in the conduct cf internal audits, or reviews. The work 
requires the knowledge and application of analytical methods appropriate to each audit and to 
report and present the findings effectively, explaining the reliability and validity of the data 
gathered. 


The work requires a knowledge of current management, business and public administration 
theories, concepts, principles, practices and techniques relating to such things as strategic. 
operational and business continuity planning; risk identification, assessment and management: 
governance, leadership, management frameworks, and interna! controls; and communications and 
information management. The work also requires knowledge of financial management principles 
and practices, including comprrollership. budgeting, and accounting 


Knowledge of sampling techniques, data analysis, survey and questionnaire design and use; 
interviewing techniques, flowcharting; and, the design and integration of sophisticated computer- 
based and manual audit and testing methodologies. 


Knowledge of computer software applications (such as word processing, presentation, database, 
spreadsheet, Internet/Intranet.file/document utilities, decision support. communications software. 
productivity, automated working paper systems, flowcharting, project management, risk 
assessment, fraud detection, electronic question and survey, statistical sampling and computer 
assisted audit software) to apply the most effective and efficient tools and approach in the conduct 
of internal audits or reviews. 


The work requires knowledge of the mission, vision, organi, 
objectives, priorities, activities, operations, business lines, planning, decision-making and 
accountability structures, values, culture, management and information systems, policies, 
practices, protocols, traditions, conventional wisdom, and procedures of the Agency and of 
Parliamentary Committees, Central Agencies and Officers of Parliament (particularly the Treasury 
Board and the Office of the Auditor General (OAG), Office of Comptroller General (ОСО), other 
federal Agency's (particularly, Public Works and Goverment Services Canada, Citizenship and 
Immigration, Canadian Food Inspection Agency, Royal Canadian Mountain Police and Transport 
Canada), crown corporations and provincial and municipal govemments. 


tion, strategic objectives, programs. 


Knowledge of operating personal computer and various software packages (e.g. Windows, MS- 
Excel) to effectively communicate and input information, write reports and produce presentation. 
and to extract and manipulate data. This can include specialized computer assisted auditing 
techniques (e.g. IDEA, ACL). 


‘The work requires knowledge of existing and proposed federal/provineial acts and regulations 
(examples include but are not limited to the Financial Administration Act, Public Service 
Employment Act, Statutory Interpretation Act, Auditor General Act, Privacy and Access to 
Information Acts, Official Languages Act, Employment Equity Act, Superannuation Act, the 
Charter of Rights, Environmental Protection Act, Canada Border Services Agency Act, Provincial 
Sales Tax Acts) and intemational treaties and agreements (examples include but are not limited to 
the North American Free Trade Agreement (NAFTA) governing the administration of government 
programs. The work requires knowledge of the Agency's enabling and governing legislation and 
other legislation administered by the Agency. 


Communication skills to interview Management and staff to gather critical and confidential 
information to assess the overall functioning of management, internal controls and departmental 
programs and services. Being aware of the interviewee needs and concerns: and, the ability to 


interpret the non-verbal cues emanating from interviewees who have individual and hidden 
agendas or may feel threatened is necessary to obtain a true understanding what is being said. or 
not said, and what is actually meant. 


Effo. 


Intellectual Effort: 


Intellectual effort is required to consi 
recommendations of a sug 
10 deal with those issues. 


nal auditor review project could add to managements abili 


Intellectual effort is required to organize their own tasks, and establish priorities and establish а 
work schedule within a project. 


Intellectual effort is needed to recommending approaches and methodologies to address the 
objectives of internal audit or review projects within a given framework for the analysis of the 
information to be gathered 


Intellectual effort is required to synthesize and analyze information of varying complexity and 
‘completeness, to provide analysis and summarize interview results. 


Physical Effort: The work requires sitting for extended period of time throughout the day while 
operating computer equipmenv/keyboarding or traveling in cars and planes. There is а requirement 
to carry heavy briefeases and portable computers, printers and projectors while conducting projects 
outside of the normal working location. 


Respons 


Human Resources: Participates аз а member of collaborative teams camying out projects 
consisting of internal audits or reviews. Participates in departmental, inter-departmental, working 
groups, project teams, seminars, conferences, or other consultative processes to identify 

ment issues and best practices, to develop common methodologies, and/or to contribute to 
nal knowledge and expertise. 


Technical Resources; During the conduct of internal audits, reviews, or other projects has custody 
of, and protects files containing confidential, secret and top secret documents borrowed from 
auditees as well as, depending on the topic being examined, proprietary and commercially 
confidential documents belonging to external organizations, 


Psychological: Psychological discomfort results from dealing with managers or their staff, who 
oflen become confrontational, make conflicting demands and have competing priorities and 
deadlines. 


Physical: The work involves working daily in an open office concept environment with exposure 
to noise, lack of privacy, distractions and interruptions from colleagues and callers, and daily 
exposure to glare from computers. 

Additional Information 


Ability to work independently and as a team member. 


Ability to work in a team environment and ability to share, adapt, consider and capitalize on team 
members” idea to enhance the delivery of the audit project. 
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Independent internal audit, assurance services, reviews and special projects for the Senior 
Management of the Canada Border Services Agency (CBSA). 


Key Activities 


* Participates as а team member in intemal audits, reviews or other studies. These projects 
have their genesis in an annual internal audit plan or requesis received during the year from 
client management. 


* As directed and assigned by the project leader contributes in the plan 
reporting of internal audits, reviews and special projects. 


ing, conduct and 


» Contributes to the development of project objectives and scope. 
* Develops the approaches to completing assigned portions of the project. 


* Develops and applies the approaches to gather evidence and other relevant information to 
support the objectives of the project. 


+ Analyzes results and develops evidence based conclusions of audit tests conducted in support 
of objectives of the project. 


e Contributes to the development of Directorate annual and long term plans, policies 
standards, systems, methodologies, processes, tools and techniques. Coordinates requests 
(eg. АПР, communication, OCG) and monitors the receipt of documentation such as auditee 
documentation including documents prepared for the Audit Committee. 


Skill: 


The work requires knowledge of theories, concepts, standards, principles, methods, practices, 
tools and techniques associated with internal auditing to select the most appropriate approach ог 
techniques to gather information during the conduct of internal audits, or related reviews and 
then to apply the selected techniques or approach. ‘The knowledge is also required to plan 
internal audit or related review projects. 


‘The work requires knowledge of ethics, and professional codes of conduct, and the nature of 
fraudulent activity: to promote ethical behaviour in the conduct of internal audits or reviews. 
The work requires the knowledge and application of analytical methods appropriate to each audit 
and to report and present the findings effectively, explaining the reliability and validity of the 
data gathered. 
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The work requires knowledge of current management, business and public administration 
theories. concepts. principles. practices and techniques relating to such things as strategic. 
operational and business continuity planning: risk identification. assessment and management: 
governance, leadership, management frameworks, and intemal controls; performance 
measurement and management; and communications and information management. 


The work requires knowledge of organizational leadership and behaviour, management ої 
change, and existing or emerging public sector and private sector human resource management 
Themes and issues to: participate in а project team; and to develop advice, opinions and 
recommendations to Management. 


Knowledge of sampling techniques. data analysis. survey and questionnaire design and use: 
interviewing techniques, flowcharting: and, the design and integration of sophisticated computer- 
based and manual audit and testing methodologies. 


Knowledge of computer software applications (such as word processing, presentation, database, 
spreadsheet, Internevintranei, file/document utilities, decision support, communications 
software, productivity, automated working paper systems, flowcharting, project management, 
risk assessment, fraud detection, electronic question and survey. statistical sampling and 
computer assisted audit software) to apply the most effective and efficient tools and approach in 
the conduct of intemal audits or reviews. 


The work requires knowledge of the mission, vision, organization, strategic objectives, programs, 
objectives, priorities, activities, operations, business lines, planning, decision-making and 
accountability structures, values, culture, management and information systems, policies, 
practices, protocols, traditions, conventional wisdom, and procedures of the Agency and of 
Parliamentary Committees, Central Agencies and Officers of Parliament (particularly the 
Treasury Board and the Office of the Auditor General (OAG), Office of Comptroller General 
(OCG), other federal Agency's (particularly, Public Works and Government Services Canada. 
Citizenship and Immigration, Canadian Food Inspection Agency, Royal Canadian Mountain 
Police and Transport Canada). crown corporations and provincial and municipal governments. 


Knowledge of operating personal computer and various software packages (e.g. Windows, MS- 
Excel) to effectively communicate and input information, write reports and produce presentation, 
and to extract and manipulate data. This can include specialized computer assisted auditing 
techniques (e.g. IDEA, ACL). 


‘The work requires knowledge of evolving comptrollership and governance issues and current 
practices within the Audit community. This includes the Institute of Intemal Auditors (ПА) 
standards for professional practice in internal auditing TBS for audit and evaluation standards in 
the federal government. This knowledge is required to apply the standards and policies for the 
conduct of internal audits to ensure all such work conforms to accepted standards. 
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The work requires knowledge of existing and proposed federal/provineial acts and regulations 
(examples include but are mot limited to the Financial Administration Act, Public Service 
Employment Act. Statutory Interpretation Act, Auditor General Act, Privacy and Access to 
Information Acts, Official Languages Act, Employment Equity Act, Superannuation Act, the 
Charter of Rights, Environmental Protection Act, Canada Border Services Agency Act 
Provincial Sales Tax Acts) and international treaties and agreements (examples include but are 
not limited to the North American Free Trade Agreement (МАРТА) governing the administration 
of government programs. The work requires knowledge of the Agency’s enabling and governing. 
legislation and other legislation administered by the A gency. 


Communication skills to interview management and staff to gather critical and confidential 
information to assess the overall functioning of management, internal controls and departmental 
programs and services. Being aware of the interviewee needs and concerns: and. the ability to 
interpret the non-verbal cues emanating from interviewees who have individual and hidden 
agendas or may feel threatened is necessary to obtain a true understanding what is being said, ог 
not said, and what is actually meant. 


Effort: 


Intellectual Effort 
Intellectual eflort is required to consider current issues; and then to determine how the results and 
recommendations of a suggested internal audit or review project could add to management's 
ability to deal with those issues. 


Intellectual effort is required to organize their own tasks, and establish priorities and establish a 
work schedule within a project. 


Intellectual effort is needed to recommending approaches and methodologies to address the 
objectives of internal audit, program evaluation, or review projects within а given framework for 
the analysis of the information to be gathered. 


There is intellectual effort in developing or adapting, and then applying internal auditand 
management concepts. methods, practices, tools and techniques used during the conduct of 
projects. There is intellectual effort required to develop conclusions and recommendations and 
analyze the quality of evidence supporting them to either, accept that enough work has been done 
or, to identify the requirement for further research. 


Intellectual effort is required to synthesize and analyze information of varying complexity and 
completeness, to develop findings, and conclusions and to suggest practical recommendations for 
managernent and stakeholders. 


Physical Effort: The work requires sitting for extended period of time throughout the day while 
operating computer equipment/keyboarding or traveling in cars and planes. There is а 
requirement to сату heavy briefcases and portable computers, printers and projectors while 
conducting projects outside of the normal working location. 
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Responsibility. 


Human Resources: Participates as a member of collaborative teams carrying out projects 
consisting of internal audits or reviews. Participates in departmental, inter-departmental, working 
groups, project teams, seminars, conferences, or other consultative processes to identify 
management issues and best practices, to develop common methodologies, and/or to contribute 
ло professional knowledge and expertise. 


Technical Resources: During the conduct of internal audits, reviews, or other projects has 
custody of, and protects files containing confidential, secret and top secret documents borrowed 
from auditees as well as, depending on the topic being examined, proprietary and commercially 
confidential documents belonging to external organizations. 


Working Conditions. 


Psychological: Psychological discomfort results fiom dealing with managers or their staf? who 
often become confrontational, make conflicting demands and have competing priorities and 
deadlines. 


Physical The work involves working daily in an open office concept environment with 
exposure to noise, lack of privacy, distractions and interruptions from colleagues and callers, and 
daily exposure to glare from computers. 


Additional Information. 


Ability to work independently and as а team member. 


Ability to work in a team environment and ability to share, adapt, consider and capitalize on team members" 


idea to enhance the delivery of the audit project. 
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Ji ice Resul 


Independent internal audit, assurance services, reviews and special projects for the Senior Management of the 


Canada Border Services Agency (CBSA). 


Key Activities 


+ Participates as а team member in internal audits, reviews ог special projects. These projects have 
their genesis in an annual review plan. ог requests from Central Agencies (Treasury Board — 
Office of the Comptroller General, Information Commissioner, etc.) or requests received during 
the year from Senior Management. These latter requests are often urgent or high profile. 


+ As directed and assigned by the project leader contributes in the planning, conduct and reporting 
of internal audits, reviews and special projects. 


* Research and gather information and prepare working papers documenting pertinent information 
оп assigned audit projects. Develops documentation as directed by the project leader or audit 
manager based on the knowledge of concepts, principles, techniques and practices associated 
with designing audit programs including statistical analysis and data compilation for analysing, 
interpreting and reporting information. 


* Participates in departmental, inter-departmental, working groups, project teams, seminars, 
conferences, or other consultative processes to identify management issues and best practices, to 
develop commen methodologies, and/or to contribute to professional knowledge and expertise. 


+ Contributes to the development of Branch annual and long term plans, policies, standards, 
systems, methodologies, processes, tools and techniques. Coordinates requests (e.g. АПР. 
communication, OCG) and monitors the receipt of documentation such as auditee documentation 
including documents prepared for the Audit Committee 


Critei 


Skill: 


The work requires knowledge of theories, concepts, standards, principles, methods, practices, tools 
and techniques associated with internal auditing io select the appropriate methodology and specific 
techniques to gather information during the conduct of specific internal audits, and apply the selected 
methodologies and techniques. 


The work requires knowledge of ethics, and professional codes of conduct, and the nature of 
fraudulent activity: to promote ethical behaviour in the conduct of internal audits or reviews. The 

work requires the knowledge and application of analytical methods appropriate to each audit and to 
report ard present the findings effectively, explaining the reliability and validity of the data gathered. 
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The work requires knowledge of current management, business and public administration theories, 
concepts, principles, practices and techniques relating to such things as strategic, operational and 
business continuity planning: risk identification. assessment and management: governance, 
leadership, management frameworks, and internal controls; performance measurement and 
management: and communications and information management. 


The work requires knowledge of strategic and operational planning including environmental 
scanning, business intelligence and risk assessment to identify potential internal audits, using 
program evaluations and reviews to form the basis of the annual and long-term review and business 
plans; and, to assess coverage of areas of materiality within a specific internal audit, program 
evaluation, investigation or review project. 


Knowledge of sophisticated sampling techniques, data analysis. survey and questionnaire design and 
use; interviewing techniques, flowcharting: and, the design and integration of sophisticated 
‘computer-based and manual audit and evaluation testing methodologies. Knowledge of computer 
software applications in order to apply the most effective and efficient tools and approach in the 
conduct of internal audits, program evaluations, or reviews. 


The work requires knowledge of the mission, vision, organization, strategic objectives, programs, 
objectives, priorities, activities, operations, business lines, planning, decision-making and 
accountability structures, values, culture, management and information systems, policies, practices, 
protocols, traditions, conventional wisdom, and procedures of the Agency and of Parliamentary 
Committees, Central Agencies and Officers of Parliament (particularly the Treasury Board and the 
Office of the Auditor General (OAG), Office of Comptroller General (OCG), other federal Agency's 
(particularly, Publie Works and Goverment Services Canada, Citizenship and Immigration, 
Canadian Food Inspection Agency, Royal Canadian Mountain Police and Transport Canada), crown 
corporations and provincial and municipal governments. 


Knowledge of operating personal computer and various software packages (e.g. Windows, MS- 
Excel) to effectively communicate and input information, write reports and produce presentation, 
and to extract and manipulate data. This can include specialized computer assisted auditing 
techniques (e.g. IDEA, ACL). 


The work requires an awareness of current public policy issues influencing CBSA and the public, 
private and industry sectors, both domestically and internationally; and the trends, issues and 
interrelationships between the Depart d industry sectors and interest 
groups to identify their impact on object ms managed and made 
by Senior Management and stakeholders to address them in the conduct of internal audits, program 
evaluations, ог reviews. 


The work requires knowledge of evolving comptrollership and governance issues and current. 
practices within the Audit community. This includes the Institute of Internal Auditors (IIA) 
standards for professional practice in internal auditing, TBS audit and evaluation standards in the 
federal government. This knowledge is required to apply the standards and policies for the conduct 
of internal audits to ensure all such work conforms to accepted standards. 
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The work requires knowledge of existing and proposed federal/provincial acts and regulations 
(examples include but are not limited to the Financial Administration Act, Public Service 
Employment Act, Statutory Interpretation Act, Auditor General Act, Privacy and Access to 
Information Acts, Official Languages Act, Employment Equity Act, Superannuation Ac! 
of Rights, Environmental Protection Act, Canada Border Services Agency Act, Provincial Sales Tax 
Acts) and international treaties and agreements (examples include but are not limited to the North 
American Free Trade Agreement (NAFTA) governing the administration of government programs, 
The work requires knowledge of the Agency's enabling and governing legislation and other 
legislation administered by the Agency. 


Verbal and written communication skills are required 10 clearly explain the audit objective, audit 
plan and audit program and schedule. Skills in writing and presenting audit findings to convey 
simple and complex information 


Effort: 
(a) Intellectual Effort 


Intellectual effort is required to identify potential internal audit, and review projects to be considered 
for inclusion in the annual and long-term review plan. 


Intellectual effort is required to organize assigned tasks, and establish priorities and establish a work 
schedule within a project. Intellectual effort is needed to select and suggest modification to 
approaches and methodologies to address the objectives of internal au 
given framework for the analysis of the information to be gathered. 


There is intellectual effort in adapting management concepts, methods, practices, tools and 
techniques used during the conduct of projects. 


There is intellectual effort required to develop conclusions and recommendations and analyze the 
quality of evidence supporting them to either, accept that enough work has been done or, to identify 
the requirement for further research, 


Intellectual effort із required to synthesize and analyze information of varying complexity and 
completeness, to develop findings, and conclusions and to suggest practical recommendations to 
project leader and audit manager. 


(b)Physical Effort 


‘The work requires sitting for extended period of time throughout the day while operating computer 
‘equipment/keyboarding ог traveling in cars and planes, There із а requirement to carry heavy 
briefcases and portable computers, printers and projectors while conducting projects outside of the 
normal working location. 
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Responsibility. 


(a) Human Resources 


Participates as a member of collaborative teams carrying out projects consisting of internal audits or 
reviews, From time to time, manages and leads teams, seconded staff, and/or professional 
consultants, in the planning, conduct and reporting of short term and lower risk internal audits, or 
reviews, This requires the development of new and different professional and personal relationships; 
the building of a team; resolving conflicts; recognizing achievement; and, supporting a fair and 
equitable workplace. Participates in departmental, inter-departmental, working groups, project 
teams, seminars, conferences, or other consultative processes to identify management issues and best 
practices, to develop common methodologies, and/or to contribute to professional knowledge and 
expertise. 


(b) Technical Resources 

During the conduct of internal audits, reviews, or other projects has custody of, and protects files 
containing confidential, secret and top secret documents borrowed from auditees as well as, 
depending on the topic being examined, proprietary and commercially confidential documents 
belonging to external organizations, 

Working Conditions: 

(a) Physical 

The work involves working daily in an open office concept environment with exposure to noise, lack 
of privacy, distractions and interruptions from colleagues and callers, and daily exposure to glare 
from computers. 


(b) Psychological 


Psychological discomfort results from dealing with managers or their staff, who often become 
confrontational, make conflicting demands and have competing priorities and deadlines. 


Additional Information - L'information additionnelle 


Ability to work independently and as a team member. 


Ability to work in a team environment and ability to share, adapt, consider and capitalize on team 
members" idea to enhance the delivery of the audit project. 
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ice Resul 


Leads independent and objective internal audit assurance services to senior management and the 
Audit Committee of Canada Border Services Agency (CBSA). Suggest changes to management to 
improve compliance with authorities (laws, regulations, policies and procedures) in order to improve 
the efficiency, effectiveness and controls of the activities of the CBSA. 


Key Activities 


» Under the direction of audit manager, plans, manages and leads the work of multi-disciplinary 
project teams comprised of staff, contracted personnel and individuals on secondment or 
assignment in the conduct of specific, or major portions of, internal audits reviews or special 
projects. These projects have their genesis in an annual audit plan, requests from Central 
Agencies (Treasury Board — Office of the Comptroller General, Information Commissioner, ete. 
or requests received during the year from Senior Management. 


* Develops the scope, objectives, methodologies and milestones for each project. Assigns audit 
tasks to team members; monitors work progress and provide timely feedback. Assesses the 
pertinence and quality of evidence gathered; ensures the adherence to applicable professional 
standards; evaluates the relevance of conclusions and results; and, formulates strategies for 
effectively communicating the results. 


• Briefs Senior Management on the results of internal audits, reviews, or other special projects; 
negotiates the acceptance of both the results and the recommendations; and, secures commitment 
to action by Senior Management. If necessary, de-briefs Central Agencies or other interested 
parties (e.g. unions, employees or Members of Parliament) on project results. 


» Participates in Agency, inter-Agency or working groups, project teams, seminars, conferences, or 
other consultative processes 10 identify management issues and best practices, to develop 


common methodologies, and/or to contribute to professional knowledge and expertise. 


* Contributes to the development of Directorate strategic direction, operational objectives. 
operational procedures and templates, annual and long-term risk based audit plans; and, the 
subsequent resourcing strategies, policies, standards, systems, methodologies. processes, tools 
and techniques. Under the direction of the Manager, monitors the status of audit projects and 
follow-ups and plans and ensures quality of deliverables and working paper files. 


+ Provides subject-matter expertise based upon past experiences (Agency knowledge, audit 


experience, financial systems, electronie working papers, ete.) and coordinates in the training of 
employees. 
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Skill: 


The work requires knowledge of theories, concepts, standards, principles, methods, practices, tools 
and techniques associated with internal auditing to select the appropriate approaches for use by the 
audit team to conduct specific internal audits or reviews; knowledge of current trends and 
adaptability changing environment; Internal audit knowledge is necessary to ensure effective delivery 
and management of assurance engagements and reviews and consequently compliance to 
professional standards, 


The work requires a knowledge of ethics, professional codes of conduct, and the nature of fraudulent. 
activity: to promote ethical behaviour in the conduct of internal audits reviews or special projects; to 
provide direction and leadership to project members; to prevent and detect unethical behaviour or 
fraudulent activities; and promote ethical performance in the Agency 


‘The work requires knowledge of internal controls and risk management and the tools and techniques 
used in monitoring and controlling processes to assess whether management control and risk is being 
exercised ef в of general management principles and 
practices, techniques and methodologies including arcas such as risk management, governance, 
management frameworks, and management controls. 


tively and efficiently. A strong understan 


The work requires a knowledge of strategic and operational planning including environmental 
scanning, business intelligence and risk assessment to identify potential internal audits, and reviews 
10 form the basis of the annual and long-term review and business plans: to understand planned 
nternal audit, and review project thrusts; to assess coverage of areas of materiality within a specific 
internal audit or review project; and, to provide multi-perspective views on Agency and 
organizational strategic and business plans, management functions, activities and systems to Senior 
Management and stakeholders. 


The work requires knowledge of the mission, vision, organization, strategic objectives, programs 
objectives, priorities, activities, operations, business lines, decision-making and accountability 
structures, values, culture, management and information systems, policies, practices, protocols, 
traditions, and conventional wisdom, of the Agency and of Parliamentary Committees, Central 
Agencies and Officers of Parliament (particularly the Treasury Board and the Office of the Auditor 
General (OAG) Office of Comptroller General OCG), other federal Agency's (particularly, Public 
Works and Government Services Canada, Citizenship and Immigration, Canadian Food Inspection 
Agency, Royal Canadian Mountain Police and Transport Canada), crown corporations and provi 
and municipal governments. This knowledge is required to determine the impact of the major policy 
sector developments and evolving management issues on the Agency and to be able to integrate these 
issues into internal audit, and to make recommendations for Senior Management to react to or 
address these issues. In addition, the work requires knowledge of TB policies to assess the level of 
compliance within the client organization during the conduct of internal audits and to, when 
necessary, make recommendations for changes. 
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Knowledge ої organizational leadership and behaviour, management of change, and existing or 
emerging public sector and private sector human resource management themes and issues to: lead, 
organize and build multi-disciplinary project teams: and to develop advice. opinions and 
recommendations to Senior Management and stakeholders. 


Knowledge of sophisticated quantitative and qualitative research and assessment techniques 
including such as rational problem solving, program model design and interpretation: 
control/materiality/tisk estimation; performance measurement, bench marking; statistical sampling 
and projection, regression, and correlation analysis; survey and questionnaire design and use; 
interviewing techniques flowcharting; and, the design and integration of sophisticated computer- 
based and manual audit and evaluation testing methodologies. This knowledge is needed to identify, 
recommend and ultimately lead the application of the appropriate technique in the conduct of 
complex intemal audits, or reviews. Knowledge of computer software applications is desirable. 


The work requires knowledge of current public policy issues influencing the Agency, public, private 
and industry sectors, both domestically and internationally; and the trends, issues and 
interrelationships between the Agency, and public, private and industry sectors, and interest groups 
to identify their impact on objectives, strategies, operations and decisions managed and made by 
Senior Management and stakeholders to address them as part of the planning for internal audits, 
program evaluations or reviews and to develop recommendations for Senior Management to react to 
or address these issues. 


The work requires knowledge of standards for the production of various audit products, internal 
processes, procedures and dynamics to perform proficiently. Knowledge of internal administrative 
processes and procedures is required to understand and adhere to them, and to ensure that the team 
members comply with them. 


The work requires knowledge of evolving comptrollership and governance issues and current 
practices within the Audit community. This includes but is not limited to the ТВ audit standards in 
the federal govemment; and to the Institute of Internal Auditors (ПА) standards for professional 
practice in internal auditing; to ensure all such project work conforms to accepted standards; and, to 
be an active participant in the role and direction of the Audit community in the public sector. 


The work requires knowledge of review structures and best management practices internal audit 
community, to develop, adapt and exchange auditor review concepts, standards, principles, methods, 
practice: 


tools, techniques, methodologies and processes. 


The work requires knowledge of existing and proposed federal/provincial acts and regulations. 
(examples include but are not limited to the Financial Administration Act, Public Service 
Employment Act, Statutory Interpretation Act, Auditor General Act, Privacy and Access to 
Information Acts, Official Languages Act, Employment Equity Act, Superannuation Act, the Charter 
of Rights, Environmental Protection Act, Canada Border Services Agency Act, Provincial Sales Tax 
Acts) and international treaties and agreements (examples include but are not limited to МАРТА) 
governing the administration of government programs. The work requires knowledge of the. 
Agency's! enabling and governing legislation and other legislation administered by the Agency. 
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Detailed and comprehensive legislative knowledge is required to assess compliance with the 
applicable legislation and regulations and, when significant issues are identified to assess the risks 
and alternative actions, and to develop substantive. workable recommendations to foster compliance, 
or to suggest changes governing legislation and regulations or program delivery structures 


Effective interviewing, listening and observations skills are required to interpret and understand the 
meaning behind statements made and questions asked by auditces; facilitate meetings and 
discussions and to coach audit team members, 


Communication skills are required to present, explain, and discuss the results of internal audit, 
reviews or special projects which contain abstract and complex concepts and sometimes technical 
information about program, system, functional and organizational issues which must be presented in 
a clear, impartial, concise. credible manner, to achieve co-operation, to gain consensus and to 
persuade Senior Management and stakeholders to implement recommendations which are potentially 
sensitive, 


Communication skills arc required to prepare reports, briefings and presentation material for the. 
Senior Management. The subject matter often involves politically sensitive or unfavorable findings, 
complex and Agency-wide issues, and yet must be prepared within short time frames. In the case of 
briefings this can sometimes be a matter of hours. Information must be impartial, concise and clearly 
presented, delivered to minimize the potential for misinterpretation yet occasionally crafted subtly, 
and using persuasive techniques to gain acceptance and commitment. 


Negotiation skills are often required in finalizing the content of reports when the results are negative 
or significant issues are at stake. In these circumstances, managers will often pressure the incumbent 
to modify or remove negative results from reports. The incumbent must use considerable negotiation 
skills to ensure that the actual content addresses any legitimate concerns the managers may have 
while portraying the results in an accurate and objective way. 


Effort 
(a) Intellectual Effort 


Intellectual effort is required to identify key issues in the Agency and to identify potential 
audit, program evaluation and review projects to be included in the annual and long-term review plan 
to address those issues. Intellectual effort is required to research, analyze, interpret and model multi- 
perspective views of program objectives and requirements, legislation, regulations, directives, 
operational objectives, policies, procedures, trends, key management concems, opportunities and 
exposures of significance to determine the issues; and then to determine how the results and 
recommendations of a suggested internal audit, program evaluation or review project could add to 
Senior Management's ability to deal with those issues. 
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Intellectual effort is required to organize projects, define tasks, recommend augmentation of the team 
with appropriate generalist and specialist resources including contracted support, and establish 
priorities within the project, Intellectual effort is required to develop the appropriate scope, 
objectives and methodologies, lines of enquiry, electronic and hard сору sources, issues to explore 
and/or validate, and sample sizes. Selects and schedule people for interviews, examine electronic 
jual 


and manual data, correlate different types of information and create questionnaires. For indi 
internal audit, and review projects. 


Intellectual effort is needed to consider, select and adapt alternative approaches and methodologies 10 
address the selected objectives and to design a framework for the analysis of diverse qualitative and 
quantitative information to be gathered. There is intellectual effort in directing and providing 
expertise on the development, application and adaptation of a variety of internal audit, program 
evaluation. and management strategies, theories, concepts, standards, principles. methods. practices. 
tools and techniques used during the conduct of projects. 


There is intellectual effort required to challenge assumptions and underlying logie used by project 
team members to develop conclusions and recommendations and the quality of evidence supporting 
them and analyze intemal auditor review results to identify the requirement for further research on 
information, to make judgment calls on the importance, marketability and evidential support for 
internal audit, and review observations and to provide sound rationale for revising conclusions. 


Intellectual effort is required to synthesize and analyze extensive amounts of information of varying 
complexity and completeness. to report on the relevant issues. findings, and conclusions: and, io 
develop practical recommendations for Senior Management and Stakeholders. Intellectual effort is 
required to identify core elements, to assess risks and opportunities for change - including legislative 
changes: and, to exercise judgment on the importance, nature and adequacy of support for 
recommendations 


Intellectual effort із required in the management of audit team taking into consideration strengths, 
weaknesses and diversity of team members, 


(b) Physical Effort. 


The work requires sitting for extended period of time throughout the day while operating computer. 
equipmentkeyboarding ог traveling in cars and planes. There is a requirement to сапу heavy 
briefcases and portable computers, printers and projectors while conducting projects outside of the 
normal working loc 
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Responsibility. 


(a) Human Resources 


Manages, leads and monitors multi-disciplinary project teams, comprised of subject-matter experts, 
seconded staff, staff on assignment, professional consultants, and/or students in a matrix 
organization. This requires the development of new and different professional and personal 
relationships; the building of a team; resolving conflicts; recognizing achievement; and, supporti 
fair and equitable workplace. 


Provides instruction, supervision and guidance to audit team members conducting strategic analyses 
and examinations of major Agency policies, programs, legislative requirements and initiatives. 
Monitors and provides feedback on the work performed by the team members to ensure that the audit. 
work is effectively performed to provide the appropriate information. 


Leadership responsibilities include: planning, organizing, co-coordinating and assigning work of 
project members; determining priorities, recommending resource levels; providing technical 
guidance and direction; monitoring, coaching, and. at the end of each project. evaluating each team 
member's work performance and recommending training where necessary; and, reprioritizing or 
creating alternative ways to accomplish project objectives. 


Writes, edits, and presents objective, relevant and timely audit reports on findings, assurance and risk 
management information for the management and reporting of performance, compliance and 
compirollership, and recommendations for program operations, to improve their cos-effectiveness. 


Participates in Agency, inter-Agency, professional meetings, committees, workshops, focus groups 
and working groups involving evaluation, audit, and review staff, contracted resources, and 
representatives of Agency organizations, both senior managers and working level employees. 


(b) Financial Resources 


Develops, recommends, manages and monitors the budgets for individual assigned internal audit 
program evaluation, ог review project, . Identifies the need for professional consulting services with 
authority to recommend the requirements and evaluation criteria, the extent and level of service, and 
the options to be considered. 


Monitors intemal audit, reviews, and special project expenditures against budgets and in accordance. 
with relevant TBS and Agency policies, including staff time, travel and other operational expenses. 


(c) Technical Resources. 


During the conduct of internal audits reviews, or other projects has custody of. and protects files 
containing confidential and secret documents borrowed from auditees. 
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Working Conditions: 
(a) Physical 


The work involves working daily in an open office concept environment with exposure to noise, lack 
of privacy, distractions and interruptions from colleagues and callers, and daily exposure to glare 
from computers. 


(b) Psychological 


Psychological discomfort results from dealing with managers or their staff, who often become 
confrontational, make conflicting demands and have competing priorities and deadlines. Strong 
opposition and hostility are not uncommon when the internal audit, program evaluation, or review 
issues are sensitive or contentious. There is a requirement to satisfy multiple, concurrent demands for 
high quality advice and recommendations pertaining to these same sensitive issues. 
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ice Resul 


Manages multiple audit teams in the development, direction, management and delivery of audit services of 
CBSA programs and services, information systems and all corporate activities such as finance and human 
resources to provide assurance to the President and the Audit Committee with external members on the 
effectiveness and efficiency on the agency's govemance, risk management, and control processes. 


Key Activities 


* Plans, manages and directs a portfolio of multiple, concurrent projects (including their associated 
financial budgets and expenditures) consisting of internal audits, risk and control assessments, reviews or 
other studies. These projects have their genesis in an annual review plan, direction from Central 
Agencies, 


• Directs the establishment of the specific scope, objectives, methodologies and milestones for each 
project, and reviews project plans and completed work: to evaluate the pertinence and quality of evidence 
gathered; to ensure adherence to applicable professional standards, to assess the soundness of 
methodologies; to evaluate the relevance of conclusions and results: and, to formulate strategies for 
effectively communicating the results. 


* Briefs senior management on the results of internal audits, risk and control assessments, reviews, or other 
studies; negotiates the acceptance of both the results and the recommendations; and, secures commitment 
toaction by senior management. If necessary, de-briefs Central Agencies or other interested parties оп. 
project results. 


* Plans, manages and directs the work of multi-disciplinary project teams comprised of Branch staff, 
contracted personnel, and individuals on secondment or assignment in the planning, conduct and 
reporting of intemal audits, risk and control assessments, reviews, or other studies: and, establishes and 
manages any associated professional service contracts, agreements and partnerships. 


* Provides expert level functional and technical guidance and advice on internal audit. governance, risk 
‘management. control and related matters to those carrying out internal audit within the Agency or those 
who are using methods normally associated with internal audit 


• Lends or participates in departmental, inter-departmental or international committees, working groups, 
project teams, seminars, conferences, or other consultative processes to identify management issues and 
best practices, to develop common methodologies, and/or to contribute to professional knowledge and 
expertise 


+ Participates in, and contributes to, the development of Branch strategic direction, operational objectives, 
ss, standards, 


annual and long-term review plans; and, the subsequent resourcing strategies, рој 
systems, methodologies, processes, tools and techniques. 


+ Manages human and financial resources under their responsibility. They are the technical authority 
approval and provide guidance to the Internal Audit Director, who has the delegation. Additional 
information could be added with regards to the number of staff to supervise and assess performance (3 or 
more auditors).) 


Criteria 
Skill: 


The work requires: 


„ concepts, standards, principles, methods, practices, tools and techniques associated 
with internal auditing to select the appropriate approach to conduct specific internal audits, or related 
reviews; to determine relative strengths and weaknesses of the approaches; to plan, manage and direct 
internal audit oc related review projects; to select and apply appropriate methodologies, and to explain their. 
application to project team members and to subsequently coach them in that application; to design, generate, 
test or pilot new and innovative approaches; to keep abreast of current trends and to adapt to a changing 
‘environment; to advance the knowledge and application of these new or innovative approaches with project 
teams, and with colleagues both domestically and internationally. 


Knowledge to act as an expert advisor to Branch staff engaged in internal audit projects where the staf?'s 
primary background is not : to provide expert level functional and technical advice and be an 
authoritative source of guidance to all staff within the CBSA carrying out internal audit ог using the 
approaches normally associated with internal audit; to ensure effective internal audit or review results; and to 
ensure compliance to professional standards and cthícs, 


ternal auc 


Knowledge of ethics, professional codes of conduct, and the nature of fraudulent activity: to promote ethical 
behaviour in the conduct of internal audits, risk and control assessments, or reviews; to provide direction and 
leadership to project teams; to prevent and detect unethical or fraudulent activities; and promote ethical 
performance in the department. 


of current management, business and public administration theories, concepts, principles, 
practices and techniques relating to such things as strategic, operational and business continuity planning: 

ication, assessment and management; governance, leadership, management frameworks, and 
ternal controls; performance measurement and management; and communications and informatio 
management, This knowledge is used in the development of innovative and practical recommendations to 
senior management to improve existing departmental processes, systems and procedures and to provide 
advice on the management of risk and risk mitigation approaches. 


Knowledge of strategic and operational planning including environmental scanning, business intelligence, 
risk assessment, and definition of criteria to place potential internal audits, risk and control assessments and 
reviews in priority to form the basis of the annual and long-term review and business plans; to rationalize 
planned internal audit, risk and control assessment and review thrusts; to assess coverage of areas of 
materiality; and, to provide multi-perspective views on governmental, departmental, and organizational 
strategic and business plans, management functions, activities and systems to senior management and 
stakeholders. 


Knowledge of organizational leadership and behaviour, management of change, and existing or emerging, 
public sector and private sector human resource management themes and issues to: lead, direct, organize and 
build multi-disciplinary project teams; supervise staff; and to provide advice, opinions and recommendations 
10 senior management and stakeholders, 


Knowledge of the following research and assessment concepts and methods: rational problem solving, 
hypothesis formulation and validation; cost/benefit and costefTectiveness analyses; model design and 


interpretation; control/materiality/risk estimation; results measurement, benchmarking, quantitative 
approaches including statistical sampling and projection, regression, and correlation; investigative methods; 
business process re-engineering; flowcharting; interviewing techniques; focus groups; control self- 
assessment; and the design and integration of sophisticated computer-based and manual testing 
methodologies. This knowledge is required to select and supervise the application of the appropriate 
technique in the conduct of complex intemal audits: and to be an expert advisor to Branch staff using these 
techniques. 


Knowledge of computer software applications (such as word processing, presentation, database, spreadsheet, 
Internet/Intranet,file'document utilities, decision support, communications software, productivity, automated 
working paper systems, flowcharting, project management, risk assessment, fraud detection, electronic 
‘question and survey, statistical sampling and computer assisted audit software) to apply the most effective 
and efficient tools and approach in the conduct of internal audits, risk and control assessments, or reviews, 


Knowledge of communication and marketing techniques and approaches including interviewing; facilitating 
ог conducting focus groups: writing and presenting reports, briefs, discussion papers, correspondence: and 
negotiating. This knowledge is needed to select the most appropriate approach to communicate intemal audi 
risk and control assessment or review results and recommendations to se e 

to negotiate acceptance of recommendations; and, to build consensus to secure a commitment to action. 


Effort: 
(a) Intellectual Effort 


Identify key issues in the Agency and to select internal audit, risk and control assessment and review projects 
to be included in the annual and long-term review plan to address those issues. Effort is required to research, 
analyze, interpret and model multi-perspective views of program objectives and requirements, legislation, 
regulations, directives, operational objectives, policies, procedures, trends, key management concerns, 
opportunities and exposures of significance to determine the issues: and then to determine how the results 
and recommendations of intemal audit, risk and control assessment or review projects could add to senior 
management’ ability to deal with those issues. 


Balance and organize several concurrent projects, define multiple tasks, select and augment teams with 
appropriate generalist and specialist resources including contracted support. and establish priorities while 
successfully meeting disparate deadlines. This becomes more difficult when new projects such as high 
priority projects are unexpectedly added to the mix and have to be scheduled and resources found to do them. 
Constraints include solving resourcing and scheduling problems while other demands are being met: the 
requirement to quickly find a way to address the unexpected high profile project in a short period of time: 
and the need to take into account the views of senior management and staff when changing priorities and 
juggling project schedules 


Establish the appropriate scope, objectives and methodologies for individual internal audit, risk and control 
assessment, and review projects. Effort is required to formulate senior managements’ problems and needs 
objectively and accurately, and to compile, analyze and synthesize a wide range of information. As each of 
the subjects of internal audit, risk and control assessment or review is unique, effort is required to deal with 
their differences in objectives, operations, methods of delivery, and the impact of their internal and external 
environments. In some cases, й is necessary to develop new conceptual frameworks to understand the issues 
and their relationships and then develop the necessary «горе and objectives for the project. Constraints at the 
stage of scoping a project stem from: the short time available to carry out the analysis coupled with 


incomplete, inadequate and sometimes misleading information upon which to base the analysis; the need to 
take into account conflicting elements such as political concems, Central Agency interests, industry 
(suppliericontractor) lobbying, and senior or middle managers who may urge the adoption of a particular 
interpretation of the issues, or conversely, strive to avoid having an issue clearly defined - it is necessary for 
the success of a project to get agreement of all parties on the scope and objectives of the internal audit, risk 
and control assessment, or review; and from time to time the unwarranted expectations resulting from an 
inappropriate understanding of exactly what internal audit, risk and control assessment and review is or is not 
capable of doing. 


Analyze, select and adapt alternative approaches and methodologies to address ће selected objectives and to 
design a framework for the analysis of diverse qualitative and quantitative information to be gathered. Many 
internal audit, risk and control assessment, and review projects require either the consideration of a wide 
range of possible approaches and strategies, or developing new ones in response to particular problems. 
Constraints in selecting an approach or methodology stem from: the need to gather information in an 
acceptable length of time: for internal audits the need to gather "hard" evidence on "soft" issues such ав 
ethics and values; for topics that are contentious, highly sensitive, or have a degree of political or public 
terest, the need to "bullet proof” the work by gathering an over-abundance of evidence or pursue multiple 
ines of inquiry; and, the need for all approaches and methodologies to conform to professional internal audit, 
risk and control assessment or review standards for evidence gathering. 


Direct and provide expertise on the development, application and adaptation of a variety of internal audit, 
risk and control assessment, investigative and management strategies, theories, concepts, standards, 
principles, methods, practices, tools and techniques used during the conduet of projects. Constraints include 
the need to consider the varying background, knowledge and skills levels and experience of team members - 
especially when dealing with secondees; and, ensuring conformity to the professional standards and ethics for 
internal audit and risk and control assessment. 


Challenge assumptions and underlying logic used by project teams to develop conclusions and 
recommendations and the quality of evidence supporting them and analyze internal audit, risk and control 
assessment, investigation or review results to identify the requirement for further research on information, to 
make judgment calls on the importance, marketability and evidential support for internal audit risk and 
control assessment, and review observations and to provide sound rationale for revising conclusions. 


Provide expert level functional and technical advice and guidance expertise on the application and adaptation 
of a variety of internal audit theories, concepts, standards, principles, methods, practices. tools and 
techniques used during the conduct of projects. This advice and guidance is provided to staff within the 
CBSA at various levels and the challenge is to provide advice and guidance appropriate to the problem being 
addressed by the requestor of the advice and to provide it in a way that will be useful. Constraints include the 
need to consider the varying background. knowledge and skills levels and experience of the staff requesting. 
the advice or assistance: and, to ensure conformity to the professional standards and ethics for internal audit 


(b) Physical Effort 


The work also requires sitting for extended period of time throughout the day while operating computer 
equipment/key boarding or traveling in caes and planes. 


Responsibility. 


(a) Human Resources 


Determines human resource requirements, plans, prioritizes and allocates work and work schedules, provides 
training, evaluates performance, selects. orients and develops staff. ensures а safe. healthy, harassment free 
workplace. Fosters a team environment, mobilizes energies, motivates and maintains morale of staff. 


Manages and leads multiple, concurrent, multi-lisciplinary project teams, comprised of subject-matter 
experts, seconded staff. staff on assignment, employees of OGDs and agencies. professional consultants, 
and/or students in a matrix organization, This requires the continual development of new and different 
professional and personal relationships: the building and re-building of teams: resolving conflicts: 
recognizing achievement: and, supporting a fair and equitable workplace. Leadership responsibilities include: 
planning, organizing, co-coordinating and assigning work of multi-disciplinary project teams; determining. 
priorities, authorizing resource levels: providing technical guidance and direction: monitoring. coaching and 
evaluating work performance against planned deliverables; reprioritizing or creating alternative ways to 
accomplish project objectives. 


Establishes performance expectations and agreements for employees and with each employees, develops an 
individualized, personnel leaming plan with annual updates to ensure employees have the best opportunity to 
enhance their knowledge, skills, competencies and abilities in the intemal audit field. Periodically 

ıt the year discusses with the employee his or her performance and the progress of their learning. 


Participates in or chairs and facilitates departmental, interdepartmental, professional meetings, committees, 
workshops, focus groups and working groups involving audit, evaluation, and review staff, contracted 
resources, and representatives of departmental organizations, both senior managers and working level 
employees. 


(b) Financial Resources 


Develops, recommends, manages and monitors the budget for a portfolio of internal audit, risk and control 
assessment, and review projects, with full authority to identify intemal staff and external contract resource 
requirements, travel and other project costs and to reallocate financial or other resources between projects 
Within the portfolio to meet objectives. Contracts for multi-disciplinary or multi-service professional 
consulting services with full authority to specify requirements and evaluation criteria, to negotiate the extent 
and level of service, and with the latitude choose from different options and to evaluate and select the best 
proposal. Verifies that services have been rendered in accordance with contract specifications, and that the 
Price is correct under Section 34 of the Financial Administration Act; and, recommends invoices for 
payment. Monitors internal audit, isk and control assessment and review project expenditures against 
budgets and approves project expenditures in accordance with relevant TBS and departmental policies, 
including staff time, travel and other operational expenses and recommends payment under Section 34 of the 
Financial Administration Act, Spends funds according to Treasury Board directives and departmental 
guidelines for own pre-approved travel expenses including the use of government credit cards and taxi спі. 


(©) Technical Resources 


During the conduct of intemal audits, risk and control assessments, reviews, or other studies Fas custody of, 
and protects files containing confidential, secret and top secret (comment: perhaps we should not include it 
now because this security classification would be required on the statement of merit, but itis something we 
need to work toward) documents borrowed from auditees as well as, depending on the topic being examined, 
proprietary and commercially confidential documents. Uses a personal computer, software, office supplies. 
furniture and equipment, reference materials for performance of own work 


Working Conditions, 


Psychological: There is а continuous requirement to deal with 
projecis and other duties, frequent changes to project priorities, 
conflicting demands and the resulting unprediciable workloads, 


a of assigned 
rent, 


nposed deadlines for compl 
'ortened deadlines, multiple, co 


Internal audit sometimes identifies issues that are contentious with senior management that can be 
challenging to manage because the level of authority of the senior manager is significantly higher. 


Physical: There is a requirement to travel. 
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Client-Service Results 


As the Senior Financial and Administration position in the zone, manages the finance and administrative 
program including, financial services, resource management, real property management, materiel 
management, telephony, security, and mail and records, for geographically dispersed sites representing а range 
of sizes. 


Key Activities 
As amember of the senior management team, provides ongoing advice and direction to the zone Directors, 


and participates in the planning, development, execution and evaluation of local, regional and national 
programs and initiatives. 


Manages the finance and administrative program through subordinate supervisors and teams of Finance and 
Administration specialists, Responsibilities include financial services, resource management, real property 

management, material management, telephony, security, and mailroom operations. This includes activities 
such as: 


* managing the provision of financial management services, including budget planning, controlling costs, 
analysis of resource utilization trends, resource allocation adjustments, financial forecasts, and creating 
and validating business cases and cost/benefit analysis; 

* providing advice, guidance and direction on the interpretation of financial and administrative policies and 
procedures; 

+ leading, coordinating and monitoring major reconfiguration projects, tenant services, and major capital 
construction projects, involving other government departments, the public sector and other client groups; 

© ensures that a current procurement framework is in place and is evergreen for Managers and employees, 

• manages and fosters a sustainable development strategy consistent with Agency and govemment 
initiatives; 

» manages the distribution of forms to intemal and external clients; 

» advises management and operational staff on telephony systems performance and on opportunities for the 
enhancement of services; 

• manages all aspects of physical and personnel security, security breaches, security investigations, and 
information technology security; 

• manages the provision of information management services including the maintenance, storage and 
disposal of information; 

* negotiating and reaching agreement with the client community concerning service levels, funding 
strategies, plans and services; 

* creating work plans, establishing objectives and milestones, aligning work plans and integrating 
deliverables with Agency strategies and other initiatives; 

* developing, promoting, and ensuring adherence to policies, procedures and standards, in disciplines such 
as project management, risk management, and business resumption planning; and 

* establishes and manages effective client relationships. 
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Work Characteristics 


Responsibility 


formation for the Use of Others 


Provides advice on all financial and contractual matters to managers and staff to ensure adherence to sound 
financial management practices and compliance with government and Agency financial standards, legislation 
and regulations. 


Reviews, analyses and prepares budgetary forecasts and monitors budgetary expenditures for adherence to 
operational plans and approvals and provides recommendations to managers for use in decision making on the 
allocation, re-allocation of funds based on changing requirements. 


Initiates special reports to inform regional and HQ's management of potential budgetary shortfalls and other 
administrative issues, which may impact program delivery for resource re-allocation and changes in priorities. 


Assesses and reviews unplanned projects, prepares business cases and submits to the region and НО for 
funding consideration. 


Reviews financial policies, legislative amendments and advises Managers and staff of the requirement to 
adhere to the Financial Administration Act (FAA) and associated central agency and Agency regulations and 
directives governing financial and human resources management, real property management (Canada Labour 
Code, Building Codes), security, procurement, telephony, information management and related reporting 
practices to ensure these guidelines are followed and respected. 


Directs and coordinates the provision of contractual specifications for the procurement of goods and services 
to potential suppliers and PWGSC to meet CCRA requirements. 


Manages and directs the development of Business resumption planning, local Fire and other Emergency 
Response Plans (e.g. bomb threat, personal threats, stalking, ctc.) including policies and standards for 
dissemination to all offices in the provincial zone. 


Coordinates and directs the development of short and long range operational plans for facilities/teal property 
requirements, growth patterns, program planning. Develops with program managers, prioritization of 
initiatives and projects based on the Agency's corporate business plan, Manages the program planning, 
prioritization, and approval of these plans with Program Managers and PWGSC. Provides written 
specifications on office space plans, fit-up, maintenance contracts to PWGSC, private sector, airport 
authorities (section 6 space), and Customs Managers for custodial, Crown-owned and leased facilities to 
ensure CCRA facility requirements are met. 


Advises managers and staff on sensitive security issues, the severity of security breaches and possible political 
consequences to assist managers in raising security awareness within their Divisions, Investigates security 
breaches, threats and abuse and assists managers in deciding the best course of action to deal with these. 
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Initiates and implements increased protective measures Гог employees and managers in threatening and 
stalking situations. This may involve liaison with local police force. Establishes and maintains contact by 
personal interviews for up to one year with regular follow-up. 


Administers and directs the development and dissemination of information on the policies and procedures for 
security, including information technology security, to staff and management to ensure the protection of staff, 
client information, and systems 


Develops operational plans by integrating the work and staffing plans of multiple project teams, allocating 
resources, and incorporating priorities. The operational plans are used by senior management for budget 
allocation and human resource planning, and by clients to obtain project and funding approvals and to 
integrate projects with their business and operational plans. 


Develops project documentation that outlines goals and objectives, service levels, roles and responsibilities, 
scope, and deliverables, This information is used by Finance and Administration specialists to identify 
develop and coordinate deliverables. Clients use this information іо manage projects, activities and 
workloads. 


Reviews, justifies and recommends to Region and HQ, telephony requirements for multiple offices in the 
geographical area of responsibility. 


Develops, with staff, learning and career plans, performance expectations and performance assessment 
documents, Employees use this information to improve their effectiveness and the efficiency of the operation. 
Senior management uses this information for human resource planning. 


Provides advice and guidance to clients on information management policies and the provision of services 
including the maintenance, storage and disposal of information. 


2) Well-Being of Individuals 


Ensures the establishment of alternate emergency arrangements for border facilities in cases of water 
shortages, contamination, power failures, heavy snowfalls resulting in port closures, and other life-threatening 
situations in isolated posts. These situations are limited, involve telephone contact, personal interview on 
location and follow-up. 


Ensures that monitoring takes place to ensure that office and working conditions affecting employee health 
and safety are identified and resources provided for corrective measures, 


Ensures when construction ог renovations occur, that departmental and government safety standards are 


adhered to in planning office layouts and fire and emergency evacuation codes are adhered to for employee 
safety. 
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(3) Leadership ої Human Resources 


Directs the delivery of financial and administrative services for multiple geographically dispersed sites within 
the larger regional office environments, representing the range of small to large -scale offices and operations, 
some of which will be required to maintain 7/24 service capabilities. 


Directs through subordinate managers a variety of programs in support of the Agency's business lines b 
establishing service standards, objectives, goals, and priorities; identifying resource requirements; approving 
work plans, coordinating and assigning work; providing guidance and direction; and monitoring performance 
against deliverables. 


Recommends human resource levels, selects/recruits and assigns staff promoting employee equity, assesses 
staff competency levels, identifies training needs, approves training resources, prepares performance 
appraisals, resolves disciplinary problems and renders first level grievance decisions. 


Establishes goals and priorities for project teams comprised of staff members, clients and consultants in the 
delivery of F&A related services. Leads in coaching of the teams, identifies training needs, approves training 
resources, select/recruits and assigns members, assesses performance, and resolves dispute. 


Full authority for the scheduling and approval of leave and overtime, recall of employees to duty, and travel. 


Directs the review and evaluation of the work of mulii-disciplinary project team members (PWGSC, 
Contractors, Suppliers, Telecommunications Technicians, Informatics Specialists, clients etc.) 


Plans, coordinates, organises and chairs meetings with Agency stakeholders involved in facilities management 
and other commion interests to achieve consensus and agreement that is fair and equitable. 


Coordinates and participates in meetings between other government agencies and departments, local 
municipalities, USA General Services Administration and the public on matters involving the construction of 
‘Common Border Joint Facilities, as well as, negotiating financial and administrative arrangements for 
building repair, upkeep and maintenance, 


Directs and coordinates the implementation of the emergency evacuation procedures for CCRA employees in 
all CCRA buildings and facilities and in Border Crossings, Intemational Airports, etc. 


Exercise due diligence to ensure that employees are made aware of the Health and Safety requirements in the 


work place and that the applicable health and Safety measures and procedures arc adhered too. There is also a 
requirement to identify and report on Heath and Safety hazards, 


ASC163 Page 5 


4) Мопсу 


А. Planning & Controlling: 


Manages а budget consisting of salary, operating, and major capital allocations. This includes activities such 
as determining requirements, tracking costs, reporting variances, and making adjustments to resource 
allocations, and project plans to reflect changing financial conditions. Has the latitude to manage and 
reallocate funds, including the transfer of funds between salary and non-salary components, within the F&A 
budget. 


Directs and coordinates the preparation or budgetary forecast scenaríos and monitors budgetary expenditures 
ard revenues for adherence to operational plans and approvals. Recommends to managers the allocation or 
re-allocation of funds based on changing priorities. 


Analyzes historical expenditure patterns and anticipates current and future years requirements for planning of 
current or multi-year allocation of resources for recommendation and approval of management 


Develops contingency plans to fund and address unanticipated changes to programs and initiatives or to 
address shifts in priorities. Provides rationalization for budgetary over-expenditures. 


Manages salary, operating and maintenance, overtime, major capital, and other budgets allocated for special 
programs, projects or initiatives. 


Leads and participates in the financial planning process with the management team. Develops cost benefit 
analysis and business cases to substantiate financial and human resource requirements. 


Responsible for the evaluation and appreciation/depreciation of physical assets. 

B. Acquiring Funds: 

Identifies possible sources of funding for projects and other initiatives (functional areas, financial and 
business partnerships with other government departments or operational areas where there is a shared 
interest). 


Negotíates program cost recovery transactions following the financial policy governing cost recoveries. 


Direct the deposit of revenues and recoveries and other public monies billed/collected by the Agency and 
credits them to the Agency appropriation, revolving fund and/or to the Consolidated Revenue Fund. 


Directing the operation of the Revenue Processing section involved in the receipt, deposit and crediting to 
client accounts of direct remitted tax payments and GST/HST payments. 


Directs the collection of tuition, travel, relocation, hospitality advances and salary overpayments. Has the 
latitude to write them off. 


Dirccts the disposal of physical assets with authority to write them off. 
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B. Spending Funds: 


Commits or certifies availability of funds for salaries, O&M, and major capital allotments (i.e. assets costing 
in excess of $10,000) and authorises payments. Authorizes expenditures for multi-service and multi-year 
contracts within approved budgets. Has authority to allocate and re-allocate funds across budgets and 
between projects within the overall approved budget. 


Negotiates cost sharing arrangements for building repair, upkeep and maintenance. 


Reviews and accepts or rejects requisitions and/or payment documents and exercises delegated financial 
signing authority. 


Procures goods and services within the delegated procurement authority and approved budget allocations; 
commits or certifies availability of funds, authorizes expenditures from a number of budget allocations; and 
Participates in negotiating and contracting for goods and professional services. Chooses best option relative 
to value and quality. 


Has the overall responsibility for issuing cheques on the Agency Bank Account with the authority to delegate 
signing authority. 


(5) Physical Assets and Products 


Work includes direct responsibility for all technical resources within the Common Services Areas. These 
include office equipment, software programs and databases, machinery and cell phones. Responsibility 
includes ensuring thet maintenance contracts are in place and adhered to, ensuring that back up procedures are 
estal ied and implemented and other custodial services are performed. These items are essential for 
Agency staff to perform their duties. Generally, these items are easily replaced. 


Work includes direct responsibility for the storage and security of Agency records, which include confidential 
taxpayer information. Responsibilities also include the retrieval, archiving and disposal of records as 
required. These records are essential for Agency staff to perform their duties. These records may be original 
documents and irreplaceable, 


Work includes direct responsibility for the custody and саге of the Agency library collection. The library 
collection could be easily replaced from publishers but may require a lengthy time period. 


Work includes direct responsibility for the life cycle process (operation, maintenance, replacement and 
protection) of Real Property Assets (RPA) owned, leased or managed by the Agency for the delivery of 
Programs. These assets arc essential for Agency staff to perform their duties and for members of the public 
and other clients to interact with the Agency. Replacement of the RPA's will be very difficult and costly. 
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Work includes the responsibility to manage the repair, upkeep and replacement of the fleet of vehicles for 
local Agency travel. These vehicles are essential for Agency staff to perform their duties. The vehicles would 
be costly and time consuming to replace. 


Work includes responsibility for access control systems in CCRA premises; the administration of security for 
personal computers, laptops, etc. Failure to protect the premises and electronic equipment may compromise 
confidentiality of client information and may result in lost productivity. Recovery and repair are expensive 
ard may be time consuming. 


Use and care of a personal and lap top computer, cell phones, software packages, office furniture and. 
equipment required for daily work activities. Items can casily be replaced, however, may be costly. 


(6) Ensuring Compliance 


Maintains quality control to ensure that management from different business lines, staffand finance personnel 
adhere to and support regulations and agency standards, administrative guidelines, policies and procedures. 
Has the authority to reject work that is non-compliant and apply remedial action for non-compliance. 


The work requires enforcing Travel and Relocation Directives by monitoring travel and relocations reports 
with the authority to accept or reject expenses submitted by staff, 


The work requires enforcing Treasury Board and Agency policies and procedures within F&A for purchases 
of goods and services and financial transactions under the Financial Administration Act, with the authority to 
accept or reject purchases or financial transactions, 


‘The work requires monitoring and auditing third party products to ensure compliance with Treasury Board 
and Agency policies and procedure related to procurement, trade agreements and solicitation requirements for 
contractors and suppliers under Agency and Government Contract Regulations with the authority to reject the 
contractor or supplier. The rejection of a contract may result in mediation, arbitration or litigation. 


‘The work involves responsibility for ensuring that all employees are aware of the security provisions with 
regard to systems and ensuring that there a framework is in place for adherence to the provision and 
regulations. 


The work requires mediation of managementunion and managementemployee disputes within the F&A 
division and the enforcement of human resource legislation and regulations, human rights and collective 
agreements with a view to conciliation 


‘Takes appropriate measures to ensure that all health, safety and building codes are enforces and adhered to 
during construction or retrofit to ensure a safe working environment for employees. 
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Skill 


(7) Job Content Knowledge Application 


Knowledge of the theories, principles and business practices of accounting, including Generally Accepted 
Accounting Principles/practices, as they apply to both the public and private sector. The work requires the 
incumbent to be a source of financial knowledge to other zone managers. This also requires knowledge ої 
business cycles and financial management including methods, techniques, and practices in planning, 
managing, reconciling, monitoring and reporting on operating budgets, salary budgets, expenditures, revenues. 
and resource utilization, in order to coordinate financial planning and control processes and adherence to 
professional accounting reporting standards. Such knowledge is required to manage the provision of financial 
and accounting services and to provide expert advice and guidance to the management team. 


Knowledge of management theories, principles and practices is required to deliver financial and 
administrative services through subordinate managers for a variety of business lines. This is accomplished by 
establishing service standards, objectives, goals, and priorities; identifying resource requirements; authorizing 
and managing human and financial resources; approving work plans, coordinating and assigning work, 
providing guidance and direction and monitoring performance against deliverables. 


Knowledge of theories, principles, practices, and techniques in the area of finance and administrative services 
including Contracting, Procurement, Accommodation, Telecommunications, Security, Mail, Records, 
Inventory Management, Publications and Fleet Management in order to direct the delivery of these services to 
client managers, design and conduct audits/reviews to ensure compliance with requirements and provide 
expert advice and direction on all related matters 


Thorough knowledge is required of human resource management theory and techniques, with emphasis on 
team building, organizational behaviour, leadership, and group dynamics. This knowledge is uscd to recruit, 
retain, motivate, lead, promote, discipline, build effective work teams, evaluate performance, and implement. 
staff development programs. Generally accepted business practices, trends and technological developments, 
partnership opportunities, socio-economic, cultural, demographic trends, ete., to provide knowledgeable 
advice to managers and staff in dealing with entities external to the government and to provide better service 
ло the public clients and for business planning. 


Knowledge and understanding of the different types of negotiation strategies and tactics such as, alternate. 
dispute resolutions, negotiating interdepartmental linkages, negotiating with a labour relations context, cross 
cultural negotiating skills to deal with suppliers, other government departments, aboriginal groups, unions, 
ES 


Knowledge of problem solving techniques, such as root cause analysis, decomposition and brainstorming is 
required to resolve administrative, technical and staff issucs. 


Knowledge of organizational, raining, instruction and presentation skills in order to arrange and/or conduct. 
meetings, conferences, seminars, and to coordinate administrative activities. 
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8) Contextual Кпо' ше 
А. Own Work Unit: 


Knowledge is required of the mandate and organization structure and of the assigned roles and responsibilities 
within the work unit. This knowledge is used to direct and manage staff, to coordinate activities, to 
recommend and implement changes to the organizational structure, to meet demands of multiple projects, and 
competing priorities to make appropriate decisions in complex, important and contentious situations. 


Knowledge is required of the management practices, operational planning and budgetary processes of the 
work unit to ensure efficient and effective service delivery, information sharing, and coordination of activities 
and to avoid duplication of effort. 


Knowledge is required of team members, their strengths, skills, developmental needs and career aspirations, 
to assign work in the most effective manner while providing individual direction and guidance. 


В. Canada Customs and Revenue Agen 


Knowledge of the mission, mandate and organizational structure of the Agency to support managers in 
determining their finance and administrative service levels, to understand their program priorities and needs 
and to develop, establish and promote initiatives to improve the delivery of programs across various business 
lines 


Knowledge of organizational structure and programs to monitor, assess, lead in continuous process 
improvement, and to ensure that local Finance and Administration policies and practices are in accord with 
those of the Agency. 


Knowledge of the agency security policies and regulations is required to maintain confidentiality of client data 
and employce safety. 


Knowledge of the agency telephony environments is required to effectively utilize available services and to 
determine future needs. 


c. Other Federal Government Departments or Agencies: 

Knowledge of central agency financial and administrative policies, regulations, directives and guidelines, in 
such areas as contracting, telecommunications, Real Property, and other administrative provisions to provide 
advice and make recommendations to the management сап 

р. Canadian Private Sector and other Public Sectors: 

Knowledge of the organization and services of local and Federal Police forces for Security planning and 
response purposes, and knowledge of local Fire and Emergency response organizations, to consult and ensure 


that local emergency response plans are adequate for the health and safety of employees Sufficient 
knowledge is required to provide advice and recommendations to the management team. 
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E. — International Public and Private Sectors: 


Knowledge of the mandate of United States agencies such as General Services Administration, US Customs, 
US Immigration, State governments, Utility companies, etc., and the role they play in the movement of 
people, goods and services across the border. The knowledge is required to foster partnerships, negotiate 
financial and administrative arrangements such as the sharing of repair and maintenance responsibilities for 
border facilities, joint construction of common border facilities, sharing of utilities, etc. 


Е Xs ion and Regulations: 


А thorough knowledge and understanding of the Canada Customs and Revenue Agency Act, the Financial 
Administration Act and Regulations, the North American Free Trade Agreement (NAFTA), the Agreement on 
Internal Trade, Ше Crown Assets Disposal Act and regulations, WHMIS, the Public Service Staff Relations 
‘Act (PSSRA), the Public Service Employment Act (PSEA), the Access to Information and Privacy Act, the 
Canadian Labour Code, all applicable Provincial Safety Regulations, Occupational Safety and Health 
Guidelines, Dominion Fire Regulations, Collective Agreements, Official Languages Aci, Canadian Human 
Rights Act, and Employment Equity Act. This knowledge is required to effectively provide strategic guidance 
and advice to a variety of stakeholders (internal and external); to develop, establish and promote initiatives to 
improve the delivery of programs and services; to ensure all agency business transactions and operational 
functions are consistent with agency mandates; and to ensure due diligence is exercised concerning the safety 
and health of employees. 


9) Communication 


A. Communication In: 


Reading and listening skills, and the ability to interpret implicit messages, are necessary when communicating 
with staff in order to resolve interpersonal or operational problems, and in dealing with disciplinary matters or 
the grievance process. Sensitivity must be exercised and skills must be employed to understand the real 
concerns and issues, especially if subordinates have difficulty expressing or understanding problems related to 
performance, personal, or operational issues. 


Reading and listening skills are required to understand concems, issues and problems expressed by clients, 
colleagues, and the management team in order to provide sound analysis and advice. 


Reading, listening, and comprehension skills are required to understand, interpret and apply technical, 
financial, administrative and human resources policies and procedures to provide advice and guidance to 
managers and staff. 


Active listening skills are required to assimilate information being received from managers, staff, suppliers, 
other government departments, the public, and/or customers whose queries, concems or requests may not be 
phrased in an easily understood manner. 


Reads a wide range of texts, journals and periodicals to keep abreast of the latest trends, changes and 
innovations in financial, human resources, administrative management, and in related fields and to discuss 
impact with managers and staff. 
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В. — Communication Out: 


Verbal and written skills are required when making presentations to management officials at the local, 
Regional and National level, on a variety of subjects, including budget matters, operational issues, security 
incidents and other administrative matters. These officials may not be fully informed on these situations and 
may have to be convinced of the proposed course of action. 


Verbal, writing. and negotiation skills are required when developing performance expectations with staff, in 
setting goals, objectives and performance measurement criteria, and in the communication of the individual 
performance assessments. 


Verbal skills are required to negotiate the content and implementation schedules of deliverables. This 
includes negotiating with managers, clients, and contractors to reach agreement on expectations, priorities, 
schedules, and deliverables. 


Negotiation skills аге required to resolve workplace disputes using interest based approaches to ensure all 
issues and concerns are considered 


10) Motor and Sensory Skills 


Physical dexterity and coordination skills are required to operate a computer keyboard in the daily preparation 
of correspondence. 


Effort 


11 ctual Effort 


Intellectual effort із required to negotiate and formulate financial strategies and plans to allow managers to 
deliver their programs within existing financial constraints and budgetary limitations. This includes 
consulting with various business line managers to identify their annual and long range program delivery plans, 
strategies, priorities and goals. Effort increases by the need to exercise judgement and initiative, and is further 
complicated by the requirement to balance budgetary limitations and conflicting program requirements. 

Effort is further constrained by the need to provide services to multiple geographically dispersed sites some of 
which will be required to maintain 7/24 service capabilities. 


Develops strategies to achieve operational efficiencies and enhance the use of budget allocations. Intellectual 
effort is required to challenge traditional methods of doing business and to identify creative alternatives for 
delivering finance and administration related services. Effort increases during periods of decreasing budgets 
and unstable funding. It is imperative to manage competing program'operational priorities within limited 
discretionary areas of spending. 
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Intellectual effort is required to negotiate and develop partnerships and strategic alliances with other 
government departments, provincial governments, local municipalities, US Agencies, and the private sector. 
Intellectual effort is required to protect Canadian interests in the negotiation of common services at shared 
border facilities. Services may include construction and maintenance of joint facilities, cost sharing 
agreements, health issues, water quality, snow removal, sewage, environmental assessments and utilities. The 
constraints include the need to service а wide geographical area covering a number of inland and border 
facilities. 


Analyzes new/modified policies, systems, directives, guidelines and systems, to assess impact on operations 
prior to implementation. Provide input to policy or systems development to improve efficiencies and 
contribute to overall agency financial and administration management. Effort increases if the policy or system 
has an operational impact. This is complicated by the need to identify and resolve client concerns within short 
timeframes. 


Develops solutions to annual and ongoing financial and human resource issues by analyzing data, identifying 
and assessing options, and by considering the consequences of different choices. Effort increases due to tight 
deadlines and a requirement to consult with various stakeholders having different needs. 


Intellectual effort is required to coordinate and consolidate long and short term planning documents with 
financial impacts (Annual Reference Level Update, Expenditure Plan) for assigned corporate/operational 
areas, Effort increases when reviewing and editing material submitted, identifying and suggesting 
improvements, seeking/obtaining support for operational/business plans, and when adhering to strict time 
demands. 


Monitors and analyzes variances in expenditures and revenues to identify trends and report to management. 
Effort may increase when developing recommendations for the adjustment of significant variances. 


Reviews, analyzes and defends requests for funding submissions, substantiates requirements and conducts 
cost/benefit and risk analysis to obtain program funding. Effort increases when funding requests are of a 
sensitive or urgent nature, or when adequate substantiation is not provided. 


Intellectual effort is required to analyze, evaluate and negotiate contract proposals, including detailed and 
complex plans for major project initiatives to ensure compliance with government policies and regulations 
and standards. This may be complicated by the need to integrate and manage multiple contracts within major 
project initiatives. 


Intellectual effort is required to investigate and resolve complaints and disputes with suppliers and contractors 
regarding specifications, amendments and claims, The difficulty is increased by the requirement to consider 
political, social, economic, legal, environmental, budgetary and time constraints, There is also a multitude of 
people to deal with such as brokers, accountants, and municipal organizations in major cities, 


Intellectual effort is required to ensure that office space design, fit-up and construction plans adhere to all 
applicable federal and provincial building codes, as well as, agency operational and program requirements. 
Constraints include project scope, scheduling and budgetary limitations. 


Intellectual effort is required to resolve collective agreement issues. Effort increases due to the sensitivity of 
issues and the need to consult with stakeholders. 
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Intellectual effort is required to develop a security audit program, conducts security audits and investigations, 
interprets findings and prepares reports recommending courses of action, or take immediate action to resolve 
urgent matters. Effort increases due to the sensitivity of issues and recommendations and the need to consult 
with other parties. 


Intellectual effort is required to manage major project initiatives including negotiating terms, conditions, 
strategies, time frames, role and responsibilities with a diverse, large group of senior managers with unique 
needs and concerns, while adhering to project specific targets and constraints. 


Identifies and evaluates the need for cost information to assist in designing coding structures by making 
recommendations for additions or deletions. These coding structures arc used to track expenditures and 
provide managers with necessary budget information, Effort increases with organizational changes, and the 
number and complexity of requests for changes to coding structure. 


Continuously maintains a thorough knowledge of constanily changing government and agency policies, 
directives, and guidelines as they pertain to finance, human resources management and administration 
Constraints include the complexity of the organization, maltiple and conflicting demands, a constant flow of 
questions and interruptions, and tight time pressures which limit or interrupt the time available to solve 
problems 


12) Sustained Attention 


Sustained attention is required when dealing orally (telephone) with staff in satellite offices. This requires 
focused listening to analyse, understand, and interpret requests for direction and or guidance; and or to resolve 
operational or staff problems 


‘The work normally allows for the control of how, when and how long to focus the senses, although occasional 
duties may have less tolerance in attention. 


13) Psychological/Emotional Effort 


Psychological and emotional effort is required to support continuous operation of facilities some on a seven 
day a week/twenty- four-hour basis. Problems are unpredictable and response must be immediate, These 
include problems related to the maintenance and repair of border crossings, on-going security system and 
support to respond to demonstrations and threats to employees, This includes activities such as deploying 
resources or contractors. 


Psychological effort is required to deal with competing priorities from multiple clients, financial restraints, 
changing business requirements and the availability of trained skilled resources. The incumbent must deal 
with client expectations, allocate resources and provide training while remaining professional and maintaining 
positive client relations. 


Provides performance assessments, guidance, and coaching requires effort to encourage employee 


development while meeting other deadlines. This is more difficult when dealing with inadequate performers. 
Emotional effort is required to deal with emotional staff. 


ASC163 Page 14 


Emotional effort is required to deal with grievances, disciplinary actions and conflicts. Effort is required to 
remain calm and professional 


Maintains composure when responding to frequent complaints concerns and demands from staff, mangers, 
and corporate functional managers and/or with prohibitive time constraints. 


Remains objective in trying to find mutually-agreeable solutions in the face of differing viewpoints, conflicts 
of interest between managers and staff. 


(14) Physical Effort 


Sits for up to two hours at a time while working on a computer and reading electronic and hard copy material. 


Working Conditions 


Work Епуігоптет 


А. Psychological Environment: 


‘The work is subject to interruptions from staff, unscheduled callers and visitors, exposure to complaints, time 
constraints, multiple demands and, on occasion, irritated or impatient persons. These conditions will produce 
emotional stress, frequent and varying in duration. 


Travel to geographically dispersed sites is required, sometimes on short notice, and occasionally ovemight, 
with consequent disruption to personal/family life. 


Physical Environment: 


‘There is exposure to glare from computer monitors and physical strain from sitting at a terminal, for several 
hours at a time, 


16) Risk to Health 
The constant demand to solve problems within time constraints, and occasional exposure to impatient or 
irritated persons, can result in stress and mental fatigue. These situations require concentration and quick 


resolution to problems and may not allow for periods of breaks or rest. 


Long-term exposure to glare from computer monitors can cause eyestrain. 
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Résultats axés sur le service й la clientële 


En tant que cadre supérieur des finances et de l'administration dans la région, gérer le programme relatif aux 
finances et à l'administration, ce qui comprend les services financiers, la gestion des ressources, la gestion des 
biens immobiliers, la gestion du matériel, la téléphonie, le service de sécurité, le courrier ct les documents, 
dans des bureaux géographiquement dispersés et de taille différente. 


Activités principales 


En tant que membre de l'équipe de gestionnaires supérieurs, donner des conseils et des directives aux 
directeurs de la région, et participer à la planification, à l'élaboration, à l'exécution et à l'évaluation des 
initiatives et des programmes locaux, régionaux et nationaux. 


Gérer le programme relatif aux finances et à l'administration par l'entremise de superviseurs subalternes et 
d'équipes de spécialistes des finances et de l'administration. Les responsabilités rattachées au poste sont 
notamment les services financiers, la gestion des ressources, la gestion des biens immobiliers, la gestion du 
matériel, la téléphonie, le service de sécurité ct les activités dans la salle du courrier. Cela comprend les 
activités suivantes : 


+ gérer la prestation de services en matière de gestion financière, y compris la planification budgétaire, le 
contrôle des coûts, l'analyse des tendances dans l'utilisation des ressources, les ajustements dans 
l'affectation des ressources, les prévisions financières, et la création et la validation d'analyses de 
rentabilisation et d'analyses coüts-avantages; 

+ foumir de l'orientation et des conseils au sujet de l'interprétation des politiques, des pratiques et des 
procédures administratives et financières; 

© diriger, coordonner et surveiller les travaux des grands projets Че reconfiguration, les services aux 
locataires et les grands projets de construction d'installations permanentes auxquels participent d'autres 
ministères fédéraux, le secteur privé et autres groupes clients; 

e s'assurer de mettre en place un cadre d'acquisition qui soit toujours d'actualité pour les gestionnaires et les 
employés; 

> gérer et promouvoir une stratégie de développement durable qui soit conforme aux initiatives du 
gouvemement et de l'Agence; 

+ gérer la distribution de formulaires aux clients internes et extemes; 

+ conseiller les gestionnaires et le personnel opérationnel sur le rendement des réseaux téléphoniques et sur 
les possibilités d'amélioration des services; 

© gérer tous les aspects concernant la sécurité matérielle et du personnel, les infractions à la sécurité, les 
enquêtes sur la sécurité, et la sécurité de la technologie de l'information; 

< gérer la prestation des services de gestion de l'information, y compris la mise à jour, le stockage et 
l'élimination de l'information; 

+ négocier et conclure des ententes avec les clients concernant les nouveaux services, les plans et les 
stratégies de financement; 

» élaborer des plans de travail, établir les objectifs et les étapes critiques, adapter les plans de travail aux 
stratégies ct autres initiatives de l'Agence et y intégrer les produits à livrer; 

* élaborer, promouvoir et faire respecter les politiques, les procédures et les normes applicables à différents 
domaines (p. ex. gestion de projets, gestion des risques, et planification de la reprise des activités); 

^ établir et entretenir des relations efficaces avec la clientèle. 
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Caractéristiques ди travail 


Responsabilité 


1) Information utilisée par d'autres 


Donner des conseils dans tous les domaines de la gestion financiére et des contrats aux gestionnaires et aux 
employés afin de garantir l'application de saines pratiques de gestion financiére, le respect des normes du 
gouvernement et de l'Agence en matière de finances et la conformité aux lois et aux règlements pertinents 


Examiner, analyser et préparer des prévisions budgétaires et surveiller les dépenses pour veiller à cc que les 
approbations ct les plans opérationnels soient respectés, et faire des recommandations aux gestionnaires qui 
s'en serviront pour décider de l'affectation ou de la redistribution des fonds d'après l'évolution des besoins. 


Prendre l'initiative de produire des rapports spéciaux afin d'attirer l'attention des bureaux régionaux et de 
l'Administration centrale sur la possibilité d'un manque de fonds ct sur d'autres questions administratives 
pouvant avoir des répercussions sur l'exécution des programmes afin que les ressources puissent être 
réaffectées et que les priorités puissent être changées. 


Évaluer et examiner les projets, füire des analyses de rentabilisation ct présenter celles-ci aux bureaux. 
régionaux ct à l'Administration centrale pour qu'elles soient examinées en vue d'une affectation de fonds. 


Examiner les politiques financières et les modifications législatives pertinentes et attirer l'attention des 
gestionnaires et des employés sur la nécessité de respecter la Loi sur la gestion des finances publiques (LGFP) 
ainsi que les règlements et directives de l'organisme central et de l'Agence qui régissent la gestion des 
ressources humaines et financiéres, la gestion des biens immobiliers (Code canadien du travail, codes du 
bâtiment), la sécurité, les achats, la téléphonie, la gestion de l'information et les pratiques en matière de 
production de rapports pour s'assurer que ces lignes directrices sont suivies et respectées. 


Diriger et coordonner la préparation des spécifications contractuelles concernant l'achat de biens et de services 
auprès d'éventuels fournisseurs ct de TPSGC de manière à répondre aux exigences de l'ADRC. 


Gérer et diriger l'élaboration de plans de reprise des activités ainsi que de plans locaux d'intervention en cas 
d'incendie et autres situations d'urgence (p. ex. alerte à la bombe, menaces personnelles, harcèlement, etc.), 
y compris l'élaboration de normes et politiques pour diffusion dans tous les bureaux de la zone provinciale. 


Coondonner et diriger l'élaboration de plans opérationnels à court et long terme concemant les besoins en 
installations/biens immobiliers, les modèles de croissance et la planification des programmes. Élaborer avec 
les gestionnaires de programme les priorités des initiatives et des projets en se fondant sur le plan général des 
activités de l'Agence. Gérer la planification ct les priorités des programmes ainsi que l'approbation des plans 
de concert avec les gestionnaires de programme et TPSGC. Fournir des spécifications écrites sur les plans 
d'aménagement des bureaux et les contrats d'entretien à TPSGC, au secteur privé, aux autorités aéroportuaires 
et aux gestionnaires des douanes pour ce qui concerne les installations de détention appartenant à l'État ou 
louées par celui-ci afin de répondre aux besoins de l'ADRC en matiére d'installations. 
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Conseiller les gestionnaires et le personnel relativement aux questions de sécurité délicates, à la gravité des 
infractions à la sécurité et aux conséquences qu'elles peuvent avoir afin d'aider les gestionnaires à sensibiliser 
davantage le personnel de leur division à la sécurité. Faire enquête sur les infractions à la sécurité, les 
menaces et les abus, et aider les gestionnaires à choisir le meilleur plan d'action pour régler ses problemes. 


Établir et appliquer des mesures de protection accrues pour les employés et les gestionnaires en cas de 
situations menacantes et de harcèlement. Il peut être nécessaire de communiquer avec la police locale dans ces 
situations. Établir et maintenir des contacts au moyen d'entrevues personnelles et par téléphone, en faisant un 
suivi régulier pouvant durer jusqu'à un an. 


Administrer et diriger l'élaboration et la diffusion d'information sur les politiques et procédures de sécurité, 
y compris la sécurité de la technologie de l'information, aux employés et aux gestionnaires afin de protéger le 
personnel, l'information sur la clientèle et les systèmes. 


Élaborer des plans opérationnels en intégrant les plans de travail et de dotation de nombreuses équipes de 
projet, affecter les ressources et regrouper les priorités. Les cadres supérieurs utilisent les plans opérationnels 
en vue des allocations budgétaires et de la planification des ressources humaines, tandis que les clients s'en 
servent pour obtenir des approbations de projets et de financement et intégrer les projets dans leurs propres 
plans opérationnels et leurs plans d'activités. 


Élaborer des documents de projet décrivant les buts ct les objectifs, les niveaux de service, les rôles et les 
responsabilités, la portée du projet et les produits à livrer. Les spécialistes des finances et de l'administration 
utilisent cette information pour déterminer, élaborer et coordonner les produits à livrer. Les clients utilisent 
cette information pour gérer leurs projets, activités et charges de travail. 


Examiner et justifier les besoins en matière de téléphonie des différents bureaux dans le secteur de 
responsabilité, et faire des recommandations à ce sujet aux bureaux régionaux et à l'Administration centrale. 


Élaborer des plans d'apprentissage et de développement de carrière avec le personnel, établir les objectifs de. 
rendement et préparer les documents d'évaluation du rendement. Les employés utilisent cette information 
pour améliorer leur efficacité ainsi que l'efficience du service. Les cadres supérieurs utilisent cette 
information dans la planification des ressources humaines. 


Foumir de l'orientation et les conseils aux clients sur les politiques de gestion de l'information et sur la 
prestation de services, y compris la mise à jour, le stockage et l'élimination de l'information. 


(2) Bien-étre d'autrui 


Veiller à établir des mesures d'urgence dans les installations frontalières pour faire face à des situations telles 
que pénuries d'eau, contamination, pannes de courant, fortes chutes de neige entraînant la fermeture des points 
d'entrée, et autres situations mettant en danger la vie dans les postes isolés. Ces situations sont rares et 
requiérent des contacts téléphoniques, des entrevues personnelles sur place et un suivi. 


Veiller à ce qu'une surveillance soit effectuée pour garantir que les conditions de travail affectant la santé et 1a 
sécurité des employés sont identifiées et que l'on fournit les ressources nécessaires pour prendre les mesures 
correctives qui s'imposent. 
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S'assurer que, lors des projets de construction ou de rénovation, les normes ministérielles є! gpuvemementales 
sont respectées en ce qui conceme la planification de l'aménagement des bureaux, et que les mesures 
d'évacuation d'urgence et de prévention des incendics sont également respectées de manière à assurer la 
sécurité des employés. 


3) Leadership des ressources humaines 


Diriger la prestation de services financiers et administratifs dans plusieurs bureaux géographiquement 
dispersés sur le vaste territoire du bureau régional; ces bureaux sont de petite ou de grande taille ct certains 
d'entre eux doivent rester ouverts en tout temps. 


Diriger, par l'entremise de gestionnaires subaltemes, divers programmes à l'appui des activités de l'Agence et, 
à cette fin, établir les normes, les objectifs, les buts et les priorités en matière de services, déterminer les 
besoins en ressources, approuver les plans de travail, coordonner et attribuer le travail, fournir des directives 
et de l'orientation, et surveiller le rendement en regard des produits à livrer 


Recommander les niveaux de ressources humaines, sélectionner/recruter et affecter le personnel en respectant 
les principes d'équité, évaluer les compétences du personnel, cerner les besoins en matière de formation, 
approuver les ressources affectées à la formation, préparer lcs évaluations de rendement, régler les problèmes 
en rapport avec la discipline, ct rendre des décisions au premier niveau du réglement des griefs. 


Établir les buts et les priorités des équipes de projet composées de membres du personnel, de clients et de 
consultants dans la prestation de services relatifs aux finances et à l'administration. Diriger l'encadrement des 
équipes, cerner les besoins en matière de formation, approuver les ressources affectées à la formation, 
sélectionner et recruter les membres des équipes, leur confier des tâches, évaluer le rendement, et régler des 
confits 


Planifier et approuver les congés et les heures supplémentaires, rappeler au besoin des employés au travail et 
approuver les déplacements, conformément aux pouvoirs qui lui sont délégués 


Diriger l'examen et l'évaluation du travail des membres d'une équipe de projet multidisciplinaire (TPSGC, 
entrepreneurs, fournisseurs, techniciens en télécommunications, informaticiens, clients, ete.) 


Planifier, coordonner, organiser et animer des réunions avec les intervenants de l'Agence qui s'occupent de la. 
gestion des installations et d'autres activités d'intérêt commun dans le but d'arriver à un consensus et de 
conclure un accord juste et équitable 


Coordonner ct participer à des réunions auxquelles prennent part d'autres organismes et ministères fédéraux, 
les municipalités locales, USA General Services Administration et le grand public, et qui traitent de la. 
construction d'installations communes à la frontière, et négocier des ententes financières et administratives. 
pour la réparation et l'entretien des immeubles. 


Diriger et coordonner la mise en oeuvre de mesures d'évacuation d'urgence à l'intention des employés dans. 


tous les immeubles et installations de l'ADRC ainsi que dans les postes frontaliers, les aéroports 
internationaux, ete. 
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S'assurer que les employés soient informés des exigences concemant la santé et la sécurité dans le milieu de 
travail et que les consignes en cette matière soient suivies. Les risques pour la santé et la sécurité des 
employés doivent être identifiés et rapportés. 


4) Argent 
A. | Planification et contrôle : 


Gérer un budget comportant divers postes de dépenses (salaires, fonctionnement, immobilisations). Cela 
exige par exemple de prévoir les besoins, de contrôler les coûts, de faire rapport sur les écarts et de retoucher 
l'affectation des ressources et les plans de projet en fonction de l'évolution de la situation financière. La 
personne titulaire a la latitude voulue pour gérer et réaffecter des fonds, transférer des fonds entre les postes 
de dépenses salariales et non salariales du budget de la Division FA. 


Diriger et coordonner la préparation des scénarios de prévisions budgétaires et surveiller les dépenses et les 
recettes pour s'assurer que les plans opérationnels et les autorisations sont respectés. Recommander aux 
gestionnaires l'affectation ou la réaffectation de fonds en fonction de l'évolution des priorités. 


Analyser rétrospectivement la répartition des dépenses et prévoir les besoins pour les exercices actuels et 
futurs afin de planifier l'affectation actuelle ou pluriannuelle des ressources en vue de leur recommandation et 
de leur approbation par la direction. 


Elaborer des plans d'urgence pour assurer le financement et le traitement des priorités révisées ainsi que des 
changements non prévus aux programmes et projets. Justifier les dépenses budgétaires qui dépassent les 
limites. 


Gérer les différents budgets (salaires, fonctionnement et entretien, heures supplémentaires, immobilisations, et 
autres) qui sont affectés aux initiatives, aux projets et aux programmes spéciaux. 


Diriger le processus de planification financière avec l'équipe de gestion, et contribuer à ce processus. Effectuer 
des analyses coüts-avantages et des analyses de rentabilisation pour justifier les besoins financiers et en 
ressources humaines. 


Veiller à l'évaluation et à appréciation dépréciation des biens matériels. 


Obtention de fonds : 


Identifier les sources possibles de financement pour les projets et autres initiatives (secteurs fonctionnels, 
partenariats financiers et d'affaires avec d'autres ministères fédéraux ou secteurs opérationnels comportant des 
intéréts communs). 


‘gocier des ententes de recouvrement des coûts des programmes en suivant les politiques financières qui 
régissent le recouvrement des coûts. 


Diriger le dépôt des recettes et des recouvrements ainsi que des autres sommes publiques facturées/perçues 
par l'Agence et verser ces montants au compte des crédits de l'Agence, au fonds renouvelable et/ou au Trésor. 
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Diriger les opérations de la Section du traitement des recettes qui s'occupe de recev 
comptes des clients les remises directes de taxes et les paiements de la TPS/TVH. 


déposer et inscrire aux 


Diriger la collecte des sommes pour frais de scolarité, voyage, réinstallation ct accueil ainsi que des trop-payés. 
salariaux. La personne titulaire a le pouvoir de radier ces sommes. 


Diriger l'élimination de biens matériels tout en ayant le pouvoir de les radier. 
C. — Dépense de fonds: 


Engager des fonds ou en certifier la disponibilité pour les salaires, le fonctionnement et l'entretien, ct les 
affectations pour dépenses en capital (c.-à-d. biens d'une valeur supérieure à 10 000 $) et autoriser les 
paiements. Autoriser les dépenses relatives à un contrat pluriannuel et multiservices en respectant les budgets 
approuvés. Affecieret réaffecter des fonds entre les postes budgétaires et les projets tout en respectant le. 
budget global approuvé. 


Négocier des ententes de partage des coüts pour la réparation et l'entretien des immeubles. 


Étudier et accepter ou rejeter des demandes et/ou des documents de paiement et exercer un pouvoir délégué en 
signant des documents financiers. 


Acheter des biens et des services conformément aux pouvoirs qui lui sont délégués en matière d'acquisitions 
et en respectant les budgets approuvés; engager des fonds ou en certifier la disponibilité, autoriser des 
dépenses à méme un certain nombre d'affectations budgétaires, et participer aux négociations et à la passation 
de contrats pour l'acquisition de biens et de services professionnels. Choisir l'option qui offre le meilleur. 
rapport qualité-prix. 


 Assumer la responsabilité d'émettre des chèques sur le compte bancaire de l'Agence tout en étant autorisé à 
déléguer le pouvoir de signature. 


5) Ressources matérielles et produits 


Assumer directement la responsabilité de toutes les ressources techniques des secteurs de services communs. 
Ces ressources sont notamment le matériel de bureau, les programmes logiciels et les bases de données ainsi 
que l'équipement et les téléphones cellulaires. S'assurer aussi de conclure des contrats d'entretien et de les 
faire respecter, et établir et mettre en oeuvre des procédures de sauvegarde et exécuter d'autres services 
d'entretien. Le personnel de l'Agence а absolument besoin de ces ressources pour exercer ses fonctions. Ces 
ressources sont généralement faciles à remplacer. 


Assumer directement la responsabilité de l'entreposage et de la sécurité des dossiers de l'Agence, qui peuvent 
contenir des renseignements confidentiels sur les contribuables. Archiver, récupérer et éliminer des dossiers 
au besoin. Le personnel de l'Agence a absolument besoin de ces dossiers pour exercer ses fonctions. Les 
dossiers peuvent contenir des documents originaux qui sont irremplacables. 
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